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1 MANUAL OVERVIEW

1.1 Purpose of This Document

The purpose of this manual is to provide instructions on how to use the Pennsylvania Surplus Lines
Association (PSLA) Electronic Filing System to submit information required by the Pennsylvania
Insurance Department (PID). The target users of this manual are Surplus Lines Licensees and
their designees. This manual contains information they need to:

1 Understand the business and operational procedures all Surplus Lines Licensees must follow
for compliance with the Pennsylvania Surplus Lines Law.

T Understand and follow procedures for submitting r
Filing System.
Please refer to the following sections for additional information.
9 Surplus Lines History i describes the history of surplus lines
1 PSLA History i describes the history of PSLA
T Responsibilities of Surplus Lines Licensees and Producers i describes the responsibilities
and requirements of Surplus Lines Licensees and Producers before a placement is made in
the Surplus Lines Market
The information in this manual will assist Resident and Non-Resident Surplus Lines Licensees to
make a placement which will be in compliance with Article XVI, Surplus Lines of the Insurance
Company Law, Act of May 17, 1921, P.L. 682, No. 284 as amended (40 P.S. 88991.1601 et seq.)
("Pennsylvania Surplus Lines Law") and Title 31 PA Co d e , Chapter 124 (APennpyl
Lines Regulationo).
1.2 This Document and the Nonadmitted and Reinsurance Reform Act (NRRA)
In preparation for the 7/21/2011 effective date of the Nonadmitted and Reinsurance Reform Act,
Senate Bill # 1096, P.N. # 1291 (Act 28 of 2011) and Senate Bill # 1097, P.N. # 1279 (Act 29 of
2011) was signed by Governor Corbett on 6/30/2011, granting the Commonwealth the authority to
tax 100% of the premium foramult-st at e ri sk i n whi c Home 8tnantseyd vafni gh a
insured.
1 For policies with an effective date after 6/30/2011and Pennsyl vani &#omes deemged
St at eo, please follow the procedures contained [wi
91 For policies with an effective date prior to 7/1/2011 and there is at least one location of risk
within the Commonwealth of Pennsylvania, please follow the procedures within this manual.
9 For policies with an effective date afHonrer 6/ 30420

St at ed, pl e aBane Statenfdr filingtprodediuees.
The definition of fAHome Stated is bel ow.
(1) Except as provided under paragraph (2), with respect to an insured:

(I) the state in which an insured maintains its principal place of business or, in the case
of an individual, the individual's principal residence; or
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1.3

2.1

() if one hundred per centum (100%) of the insured risk is located out of the state
referred to under SUBPARAGRAPH (I), the state to which the greatest percentage of the
insured's taxable premium for that insurance contract is allocated.

(2) If more than one insured from an affiliated group are named insureds on a single
nonadmitted insurance contract, the term means the home state, as determined under
PARAGRAPH (1), of the member of the affiliated group that has the largest percentage of
premium attributed to it under the insurance contract.

Document History

EFS Ver. Date Summary of New Functions

ThirdGen | 9/27/2024 | § Personal Lines Service Fee and Commercial Lines Service Fee
2.0 were added to the Submit Original Filing description. Refer to the
Submit Original Filing - Service Fee section.

9 Personal Lines Service Fee and Commercial Lines Service Fee
added to 1620 Monthly Report. Refer to the Submit 1620 Monthly
Report section.

9 Personal Lines Service Fee and Commercial Lines Service Fee
included on Policy History Page. Refer to the Policy History section.

ThirdGen | 11/30/2024 | § Location of Risk Street Address was removed

3.0 o -
9 Property Limit and Casualty Limit were removed

12/22/2024 | 9 Update 1620 Monthly Report Overview i add bullets for Personal
Lines Service Fee and Commercial Lines Service Fee

ThirdGen | 1/25/2025 | Update Submit 1620 Monthly Report image after Commercial Lines
31 Service Fee field was moved to before Personal Lines Service Fee
field

Thir3dSGen 1/2/2026 | 1 Added Audit Transaction page and Audit Transaction Type
' | Updated Create PR Form

SURPLUS LINES

Disclaimer

While PSLA will assist Surplus Lines Licensees to comply with the requirements as set forth in
Pennsylvania Surplus Lines Law and its supporting Surplus Lines Regulations, the responsibility
to meet these requirements rests with the Surplus Lines Licensee alone . PSLA is here to
assist, but cannot comply on your behalf. It is imperative that your staff understand how, when, and
what information must be submitted to PSLA in order to avoid returned filings.

Be aware that the Pennsylvania Surplus Lines Regulation and the procedures contained within this
document apply to both Pennsylvania Resident and Non-Resident Surplus Lines Licensees. Non-
resident Licensees should know that when a Surplus Lines Placement is made for a Location of
Risk in Pennsylvania, the filing process is conducted in accordance with this Manual, based on the
Pennsylvania Surplus Lines Regulation, and not on filing procedures applicable in your home state
or any other jurisdiction.

Although the revised filing process described in this manual has greatly reduced the level of data
collected by PSLA, Surplus Lines Licensees are reminded that the requirements contained in the
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2.2

2.3

Pennsylvania Surplus Lines Regulation have not changed. The current Pennsylvania Surplus
LinesL,awcan be found on P ShitdsGewwwaslb.erd/st law.htnm dAdink to the
Pennsylvania Surplus Lines Regulations available on the Pennsylvania Code Website is also
available under https://www.pasla.org/sl_regs.htm.

Further, to assist Surplus Lines Licensees and their staff, workshops covering the material
contained in this manual are offered to all resident and non-resident Surplus Lines Licensees and
their appointed staff via teleconference. Please visit https://www.pasla.org/training_workshops.htm
for a complete schedule. PSLA is also available by phone Monday through Friday, 8:30 am to 4:30
pm EST. at 610-594-1340 to address any additional questions.

Surplus Lines History

What is Surplus Lines Insurance?

Traditional insurance markets, Pennsylvania-licensed ("admitted") companies, are not always
available for every risk.

Perhaps the risk is difficult to evaluate and place, like anartc o | | e mriteless ¥an Gogh. Maybe
a business wants more liability insurance (excess) than admitted carriers feel secure in offering.
Perhaps admitted companies are uneasy about taking on the risk because of fear of the class of
operations (fireworks manufacturer) or regardless of class of operations, fear due to the specific
risk's loss experience (an apartment complex which has experienced multiple fires).

The Pennsylvania Surplus Lines Regulation recognizes that these risks are difficult to place by
allowing certain non-admitted companies to provide insurance on a "surplus lines" basis.
Approximately 160 such companies are eligible in Pennsylvania.

Development of the Surplus Lines Market

As history developed and created new insurance needs, the Surplus Lines Market has responded
by providing the appropriate coverage for these needs. Development of the market began with the
industrial age of the 1890s and expanded through the progressive development of the 1920s to the
great depression of the 1930s, to the needs of World War Il in the 1940s, to the great economic
growth in our history occurring in the 1950s and finally to the high-tech era of today. As the 1950s
evolved, higher limits of property and casualty became a significant need and the insurers
responded by creating what came to be known as excess coverage (also known as the Excess
Market and later as the Excess and Surplus Lines market or the E&S market).

Today, excess coverage is available in both the admitted and non-admitted markets. Many of the
coverage that is viewed today as routine were created in the Surplus Lines Market (e.g. Directors
and Officers Liability (D&O), Difference in Conditions (DIC), Products Recall).

PSLA History

In May of 1982, PSLA was formed by a small group of Surplus Lines Licensees. In 1986, PSLA had
developed a meaningful membership interest and in cooperation with PID, development was well
underway of a new and up-to-date Pennsylvania Surplus Lines Regulation.

In 1992, the new and updated Pennsylvania Surplus Lines Law was signed into law. The new law,
which went into effect in April of 1993, provided PID with the ability to contract with an advisory
organization (also known as a stamping office).

1/26/2026 PSLA Procedures and Electronic Filing User Manual Page 3
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PID contracted on April 1, 1996 with PSLA to serve as an advisory organization as provided in
Section 1611 of the Pennsylvania Surplus Lines Law. PSLA's responsibilities as set out in both
status and contract include:

1 Facilitate and encourage compliance with the laws of this Commonwealth and the rules and
regulations of the department relative to Surplus Lines insurance.

1 Provide review and examination of all Surplus Lines coverage written to determine whether
such coverage comply with Pennsylvania Surplus Lines Laws and Surplus Lines Regulation.

1 Communicate with organizations of admitted insurers with respect to the proper use of the
surplus lines market.

1 Receive and disseminate information relative to Surplus Lines insurance.

2.4 Responsibilities of Surplus Lines Licensee (SLL) and Producer

All surplus lines placements for a Location of Risk within the Commonwealth of Pennsylvania must
be filed with PSLA. Full filing submission requirements and procedures are described in the Filing
Requirements section of this manual. That section describes procedures which must be followed
before a filing can be made. These requirements are very important within the Surplus Lines
market and for placement information submitted to PSLA.

Obtaining a Pennsylvania Surplus Lines License

A Surplus Lines Licensee is a duly licensed Insurance Producer who also has a separate Surplus
Lines license that allows for the solicitation, negotiation and placement of appropriate insurance
coverage with Eligible Surplus Lines Insurers. Pennsylvania requires that all entities taking part in a
surplus lines transaction be licensed. Therefore, in most cases, a Surplus Lines license is required
for both the individual Surplus Lines Licensee and the Agency through which the individual makes
insurance placements. If other individuals become licensed within that agency (individually) they
are then Alinkedd to the agencyds |l icense.

Some Surplus Lines Licensees, called wholesalers elect to accept business from duly licensed

Insurance Producers, called retailers ( of t en ref erred to as the firetai

some Surplus Lines Licensees serve as both a duly licensed Insurance Producer and a Surplus
Lines Licensee in client representation. Either way, Surplus Lines transactions require a duly
licensed Producer to represent the insured and a Surplus Lines Licensee who is licensed to access
the Surplus Lines market, in order to make the placement.

To obtain a Surplus Lines License for yourself and your agency, you must contact the Pennsylvania
Insurance Department Bureau of Licensing and Enforcement. Contact information, as well as
licensing information and forms for the Bureau of Licensing and Enforcement can be found on the
PID website: https://www.insurance.pa.gov/portal/server.pt/community/insurance _department/4679.
Be certain that proper licensing has taken place prior to any solicitation, negotiation or placement of
Surplus Lines coverage.

Obtaining your PSLA Customer ID Number

Before any placement information can be submitted to PSLA, the Surplus Lines Licensee must
obtain/confirm his or its Customer ID number (a.k.a. Cust ID number). PSLA assigns a Customer
ID number to each Agency, Corporation or Partnership (or geographic branch of an Agency).
PSLA also assigns Customer ID numbers to individual Sole Proprietorships for individuals or
individualsit radi ng aso a specified agency name. Wi
can be filed, tracked and invoiced by agency.
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To obtain a Customer ID number, each licensee must complete a Questionnaire. This application is
mailed to the residence of each new Surplus Lines Licensee individual after PID has sent
notification of the new License to PSLA.

The Diligent Search of Admitted Carriers

Under Section 1604(2)(i) of the Pennsylvania Surplus Lines Law, Surplus Lines insurance may be
procured through a Surplus Lines Licensee from non-admitted insurers if a diligent search is made
by an Insurance Producer among the admitted insurers who are writing, in this Commonwealth,
coverage comparable to the coverage being sought. Pennsylvania, like most states, requires a
minimum of three declinations from admitted insurers before a non-admitted insurer can be
accessed. The Producer Affidavit (1609-PR) requires the Licensee (Producer) to declare under the
penalties of perjury that this search has, in fact, been accomplished and documented.

The Pennsylvania Surplus Lines Licensee may procure coverage from an eligible non-admitted
insurer only after this diligent search has been completed (see Pennsylvania Surplus Lines
Regul ati on Chapter 124.5 daDiligent Search of
Search requirement are for those placements which qualify for filing types 1609-B, 1610-A and
1610-B. Also excluded from the Diligent Search Process requirements (as well as all Affidavit

reporting requirements) are those Types of Covera

are found on the Export List (these placements are submitted to PSLA via the 1604-E reporting
form).

For a full description of the Diligent Search requirements, all licensees should review the
Pennsylvania Surplus Lines Law Section 1 6 0 ®ecldrationsq and Pennsylvania Surplus Lines
Regul ation Chapter 124.5 ADiligent Search of
PSLA website (https://www.pasla.org).

The Disclosure Statement to the Insured

At the time of presenting a quotation or proposal to the insured, the Surplus Lines Licensee shall

present to the Insured or Insuredébés Producer
involves placement with non-admitted insurers. As required by Section 1608 of the Pennsylvania
Surplus Lines Law, the notice to the Insured

1 The insurer with which the licensee places the insurance is not licensed by PID and is subject
to its limited regulation; and

1 Inthe event of insolvency of an eligible surplus lines insurer, losses will not be paid by the
Pennsylvania Property and Casualty Insurance Guaranty Association.

In accordance with Section 124.2 of the Pennsylvania Surplus Lines Regulation said notice shall
be prominently printed on the first page of the quotation or proposal using the same size
type as the rest of the text.

After Receiving the Order

No Surplus Lines Licensee shall bind or provide evidence of insurance unless he or she has
authority from the eligible surplus lines insurer or other non-admitted insurer to bind the risk or has
received information from the insurer in the regular course of business that it has assumed the risk.

Once coverage has been bound, every evidence of insurance (policies, binders, cover notes,
confirmations, etc.) negotiated, placed or procured pursuant to the provisions of the Pennsylvania
Surplus Lines Law issued by the Surplus Lines Licensee shall bear the name of the Licensee and
the following legend in 10-point type:

1/26/2026 PSLA Procedures and Electronic Filing User Manual Page 5
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"The insurer which has issued this insurance is not licensed by the

Pennsylvania Insurance Department and is subject to limited regulation.

This insurance is NOT covered by the Pennsylvania Property and Casualty
Insurance Guaranty Association. Placed by: (INSERT your name,
partnership or corporation, your street address (not P.O. Box), city, state

and zip code.)"

Pennsylvania Surplus Lines Regulation states that upon placing Surplus Lines insurance, the
Surpl us Lines Licensee shall/l del i ver to the |
insurance. If the contract of insurance is not immediately available (within 15 days of acceptance of
guote by the Insured), a cover note, binder or other evidence of insurance shall be delivered by the

Surplus Lines Licensee to the Insured or the I nsu

description and location of the subject of insurance, coverages, including any material limitations
other than those in standard forms, the premium and rate charged, taxes to be collected from the
insured, stamping fee to be collected from the insured, the name and address of the insured and
the eligible surplus lines insurer.

Compliance

As stated earlier within this manual, the responsibility to meet the terms and conditions set forth
within the Pennsylvania Surplus Lines Regulation rests with the Surplus Lines Licensee alone.
PSLA will assist through training and education, but cannot comply on your behalf. It is in the
licenseebds best interest to un dSurplsstLaesdRegtldtien arfidu | |
its supporting Surplus Lines Regulations as well as how and when information must be submitted to
PSLA.

2.5 Stamping Fees

Billing

The services performed by PSLA are funded by a processing fee (stamping fee) assessed for each
filing submitted to PSLA. The stamping fee is established by the Board of Governors of PSLA on a
yearly basis and approved by PID. The Surplus Lines Licensee must bill and collect the portion of
the stamping fee payable by the insured and said fee should be stated on the declaration page of
the policy or other evidence of coverage, as a separate item, below the surplus lines tax amount.

Stamping Fee Schedule

9 Stamping fees for insurance placements effective on or before December 31, 2001

3 Filings received within 45 days of the original effective date of the placement are subject
to a fee equal to 0.5% of the gross premium amount of the placement. The fee is
payable by the insured and remitted by the surplus lines licensee to PSLA.

3 Filings received after 45 days of the original effective date of the placement are subject to
a fee equal to 0.5% of the gross premium amount of the placement plus $25.00. The
portion equal to 0.5% of the gross premium amount is payable by the insured with the
remaining $25.00 payable by the surplus lines licensee. The entire fee is to be remitted
by the surplus lines licensee to PSLA.

3 Endorsements received are subject to a fee equal to 0.5% of the gross premium amount
of the placement. The fee is payable by the insured and remitted by the surplus lines
licensee to PSLA.

i Stamping fees for insurance placements effective on or after January 1, 2002 and on or
before December 31, 2007

1/26/2026 PSLA Procedures and Electronic Filing User Manual Page 6
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3 Stamping fees for filings received within 45 days of the effective date of the placement
will remain at the current $15.00 per filing. The fee is payable by the insured and remitted
by the surplus lines licensee to PSLA.

3 Stamping fees for filings received after 45 days of the effective date of the placement (as
specified by the Surplus Lines Regulation) will carry a stamping fee of $40.00 per filing.
Fifteen dollars ($15.00) of the fee is to be payable by the insured with the remaining
$25.00 payable by the surplus lines licensee . The entire fee is to be remitted by the
surplus lines licensee to PSLA.

Stamping fees for insurance placements effective on or after January 1, 2008

3 Stamping fees for filings received within 45 days of the effective date of the placement
will carry a stamping fee of $25.00 per filing. The fee is payable by the insured and
remitted by the surplus lines licensee to PSLA.

3 Stamping fees for filings received after 45 days of the effective date of the placement (as
specified by the Surplus Lines Regulation) will carry a stamping fee of $50.00 per filing.
Twenty-five dollars ($25.00) of the fee is to be payable by the insured with the remaining
$25.00 payable by the surplus lines licensee . The entire fee is to be remitted by the
surplus lines licensee to PSLA.

3 A 1609-SLL Affidavit filed without the Producer Affidavit (1609-PR) will carry a non-
refundable stamping fee of $50.00 per filing in addition to the usual $25.00 stamping fee
and the additional $25.00 late stamping fee (when applicable). This fee is payable by the
surplus lines licensee and not the insured.

Stamping fees for insurance placements effective on or after January 1, 2017

3 Stamping fees for filings received within 45 days of the effective date of the placement
will carry a stamping fee of $20.00 per filing. The fee is payable by the insured and
remitted by the surplus lines licensee to PSLA.

3 Stamping fees for filings received after 45 days of the effective date of the placement (as
specified by the Surplus Lines Regulation) will carry a stamping fee of $50.00 per filing.
Twenty-five dollars ($25.00) of the fee is to be payable by the insured with the remaining
$25.00 payable by the surplus lines licensee . The entire fee is to be remitted by the
surplus lines licensee to PSLA.

3 A 1609-SLL Affidavit filed without the Producer Affidavit (1609-PR) will carry a non-
refundable stamping fee of $50.00 per filing in addition to the usual $25.00 stamping fee
and the additional $25.00 late stamping fee (when applicable). This fee is payable by the
surplus lines licensee and not the insured.

Stamping Fee Rules

1

1/26/2026

The stamping fee is non -refundable . If you cancel or inactivate a placement you will not
receive a credit on your statement for the cancellation. Please make sure that a placement is,
in fact, a placement and not an offer or quote to provide coverage. We recommend all
Surplus Lines Licensees notify the insured of this at the time of quotation or proposal.

Because of the tremendous volume of small premium placements, PSLA utilizes an open
item accounting system. This is why an item appearing on your current statement will
continue to appear on each subsequent month's statement(s) until the fee is paid.

PSLA's arrangement with PID is that we only earn a stamping fee when the record is entered
in the database. Therefore, we ask that all Surplus Lines Licensees DO NOT PREPAY
stamping fees. PSLA will send you a statement.

As you collect the stamping fees, hold them in escrow and remit them to PSLA as each
monthly statement arrives reflecting the entered records for the period shown. This is not
unlike the procedure you should be following for the 3% surplus lines premium TAX. The
difference being that we are asking you to remit FEES monthly as you enter your production
on-line for that month& activity, rather than once a year as required by the Pennsylvania
Department of Revenue.

PSLA Procedures and Electronic Filing User Manual Page 7




Method of Payment

PSLA will send an email to the BL contact (individual responsible for the Monthly Statement of
Account as designated in PSLAGs Electronic
Customer ID number on a monthly basis for business processed by the agency that month. The fee
will be due and payable in full no later than the 25th of the following month for the fees due on that
statement. If no filings were entered in the Electronic Filing System no email will be generated. Do
not pre -pay fees .

Example: An email will be generated for filings processed during January by February 7th. Please
include a copy of the statement of account with your remittance. Checks are to be made payable
to: Pennsylvania Surplus Lines Association.

Email Example:

From: Accounting

Posted To: Accounting-SOA

Conversation: PSLA Monthly Statement CUST ID 0753
Subject: PSLA Monthly Statement CUST ID 0753

TO: Statement of Account Contact
EMAIL: pasla.org
CUST ID: 0753

Your January 2009 Statement of Account is available on-line at https://www.pasla.org/efs.
Please log into PSLA's Electronic Filing System to view it.

Stamping Fee Balance: $150.00
Payment Received After Statement Close: $.00
Balance Due: $150.00

Checks are made payable to the "Pennsylvania Surplus Lines Association" and are due no later
than the 25th of this month. Please print and attach a copy of your Statement of Account to your
remittance.

Accounts Receivables

Accounting Department

Pennsylvania Surplus Lines Association
180 Sheree Blvd., Suite 3100

Exton, PA 19341

TEL: 610-594-1340
EMAIL: Accounting@pasla.org

Refer to the View Statement of Account procedure for a description of how to view the statement.

3 ELECTRONIC FILING SYSTEM OVERVIEW

Once a licensee has obtained a Pennsylvania Surplus Lines License and begins procuring
coverage within the Surplus Lines market, there are six basic steps the Licensee must follow in
order to adhere to the Filing Requirements. These six steps are listed below. Refer to Sections 4
through 7 and Sections 8 and nine for a detailed description.

1 Submit the Original Filing through EFS

1 Submit the Required Endorsements to the original filing as changes take place during the
policy period through EFS

1 Adhere to Filing Return Guidelines
1 Remit Stamping Fees after reviewing your online monthly statement

1 Submit your 1620 Monthly Report (due within 30 days following the end of each month)
through EFS

1/26/2026 PSLA Procedures and Electronic Filing User Manual Page 8
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1 Submit a Copy of Your RCT-123 Annual Tax Form (due by January 31st at the end of each
calendar year) through EFS. Original due to the Pennsylvania Department of Revenue by
January 31st as well.

3.1 Overview

P S L A &lsctronic Filing System (EFS) enables you to enter and submit Original Filings,
Endorsements, 1620 Monthly Reports, and copies of the RCT-123 Annual Tax Form over the
Internet. In addition, the XML Import function enables computer systems to programmatically
submit Original Filings via an XML file.

The purpose of this User Manual section is to describe how to use the Electronic Filing System.
There is also context-sensitive help embedded within each of the displays in the Electronic Filing
System (click on blue underlined text).

The Electronic Filing System provides the following functions. Each function is described in more
detail in a later section.

1 Submit Original Filing i create and submit an original filing
Revise a Filing i correct errors in the original filing
Submit Endorsement T submit changes to the original filing

Fix a Filing Return Error 1 either a filing was successfully submitted to the Electronic Filing
System but PSLA found errors in the attached 1609-PR image or a paper filing was mailed to
PSLA but it contained errors or omissions that should be corrected electronically

1 Submit 1620 Monthly Report i upload an image of the 1620 Monthly Report and enter
summary data

1 Submit GPT/RCT-123 Annual Tax Report i upload an image of the RCT-123 Tax Form and
enter summary data

= =4 =4

3.2 Target Audience and Using This Manual

This manual was written for external Agency Users. The Electronic Filing System selectively
hides/displays fields dependent on the user role.

This manual utilizes hyperlinks to navigate b et ween secti ons. Hol di ng do
clicking blue underlined text will jump to either another portion of this User Manual or open the

referenced document in a new window. The AFor war
you to jump back and forth between sections. The

In Microsoft Word, please click on View/Toolbars /Web to display the web toolbar.

Mi crosoft Wordodés Web Tool Bar

@User Manual - Apr 5 - Microsoft Word _|EI il
Final Showing Markup — » Show~ | 3 %3 «2 ~ &2 - | Q¥ ~| 2| FH -]
A Image - Tmesewronan - 2 < [B]7 U 4 =[E]= s-EEEsE-v-A-B
DEHSRIVE §BBI -0 BHEAREBIT or - @ wee s B
dit  wiew [Insert Format  Tools  Table  Window  Help Type aguestion for help -« X
@ @ A | {5 @ Favorites~ | Go - | 57 | CiDocuments and Settingsivic LimMy DocumentstPSLALConstruc ~ ﬁ
— A
I S A 2 3 4 B 6o
FormardiBack Bt 3e g B N
: 1.4 Using This Manual
. -
swE:=wd | r
Draw~ [ | Adoshapes~ N\ N DO A 4l &2 @] (& &'A'é'figdnjﬁ
Page 4 Sec 2 4fe0 At Ln ol REC TRK EXT OYR English {U.5 (59
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3.3 System Requirements , Tips, and Help

System Requirements

The following system settings are required to utilize Electronic Filing System (EFS).

1 Supported Internet Browsers
3 Mozilla Firefox
3 Google Chrome
3 Microsoft Edge

1 Browser Settings
3 Tools/Pop-up Blocker i turned off

Web Page Tips

Below are tips on how to use Electronic Filing System forms and fields.
1 PSLAcon : clicking the PSLA icon at the top left corner of each page will call up the Home
Page.
I Tab: pressing the Tab Key will advance you to the next editable field.

1 Shift-Tab: holding down the Shift Key while pressing the Tab Key will move the cursor to the
previous editable field.

1 Lists: if afield has a drop-down list of items, pressing a letter key once will go to the first
item that starts with that letter. Pressing the same letter key a second time will go to the next

e:
abi
Li

item that starts with that letter. Exampl
Enforcement Liabilityodo, ALead Abatement Li
3 Press ALO once calls up ALaw Enforcement
3 Press ALO a second time calls up ALead Abat
3 Press ALO a third ti me alls up fALead Liabi

1 Down-Arrow: if afield has a drop-down list of items, pressing the down-arrow key will scroll
to the next item on the list.

1 Up-Arrow: if a field has a drop-down list of items, pressing the up-arrow key will scroll to the
previous item on the list.

1 Enter: pressing the Enter key is equivalent to clicking a Submit or OK button.

Context -sensitive Help

Each Form contains context-sensitive help for the item in blue-underlined font.
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. Online Help  [complete help text] k|
@ Create Filing Customer ID g

This is the four digit number assigned to
the individual Surplus Lines Licensee’s
Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 11/5/2024 1:: Agency by PSLA. The list of Customer
IDs available to a user is identified in the
User Profile. The Customer IDs are

Enter Updated Filing Information assigned by the Agency Administrator.
Please contact your Agency
Correctly Received Date| ‘11.«]5/2024 ‘ Administrator if you need access to a
Customer ID not on your list.
Pennsylvaria Surplirs Lines Association l_) Customer ID|[ 0753 v ‘ [PSLaThidGen
180 Sheree Blvd., Suite 3100 -
Exton, PA 19341 e | pstaiD
Binder Number| | This is a read-only field. PSLAID is an
Customer Reference Number| ‘ internal l.rac!(ing number for u.-‘e -
= Electronic Filing System that is assigned
I — when an Original Affidavit Filing is saved
pre of Filing (please select one): or submitted.
‘ Select a Filing Type vl | *  Tip! This was previously called

REPORT OF TRANSACTION WITH UNLICENSED INSURER(S) IN ACCORDANCE WITH SECTIONS 1604, 1606, 1608 AND 1609 Ol AT

||XVI. SURPLUS LINES. OF THE INSURANCE COMPANY LAW, ACT OF MAY 17, 1921, PL. 682, NO. 284, AS AMENDED
F Policy Number
DECLARATION BY SURPLUS LINES LICENSEE Provide the Policy Number but do nat
Iimerdi B, | | use the following characters:

- —— =2 +%" "~ @ # $,~()_
Location of Risk Zip Location of Risk City =[1{3F\;: ‘<> /.

» Tip! The Electronic Filing
System does not require you to

Type of Coverage Description of Insured's Operation i et B
Select ihe fype of coverage Select the descriplion of insurance HnealLs Sz EVEET IS
Policy Number.

<

| Select the type of coverage Select the description of insurance

s Tin! ForFiling Tvpa 1610-B =

Context -sensitive Help

Clicking an item in blue-underlined font opens a new small window with the help for that
item.

Clicking on a second item will display help text for that item in the help window.

Cl i c kdmplete hBlptextd opens a new | arge window w
help. Clicking on the table of contents calls up the appropriate help section.

Keyboard Shortcuts

The date fields in the filing and endorsement pages support the following keyboard shortcuts.

= =4 =4 =

jun 1 S 1 S | i 1

ténter todayods date

e- @nter the Policy Effective Date (if applicable)

y- énter 1 calendar after the Policy Effective Date (if applicable)
x- @nter the Policy Expiration Date if applicable)

Log-in Page

New Agency Users will receive an email from their Agency Administrator that contains the Login ID,
Password, and a link to the Electronic Filing System. Clicking on the link to Electronic Filing
System will call up the log-in page.

1/26/2026
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WELCOME TO PENNSYLVANIA
SURPLUS LINES ASSOCIATION

9 Click here to reset your password

Please contact your Agency Administrator if you need a Login ID.

(4) CAUTION! This is the Weh02 and GUOT test system.

Login

Login ID: enter the Login ID supplied by email.

Password : enter the temporary password supplied by email. Passwords are case-
sensitive (e.g., a |l ower case fiado is dif

Click Here to Reset Your Password:  EFS will send a temporary password to the emalil
address listed in your User Profile.

EFS Message Box: news flash or message to EFS Users.

After log-in the End User Terms and Conditions page will be displayed. The user must
accept the Terms and Condition to continue. After the page is accepted, the user will be
prompted to change the system-generated temporary password.

Current Password : enter the Current Password (the password supplied in the email).

New Password: enter a new password that complies with the password criteria
described in the New User Email or Password Reset Email. The new password cannot
be the same as the old password

Re-enter the new password to confirm and t
The home page will appear.

User Home Page

The home page is partitioned into four categories.

|l

1/26/2026

My Filings T submit new filings, revise submitted filings, submit endorsements, search for
filings, cancel filings, inactivate filings, and fix returned filings.

My 1620s 1 submit, search, or revise 1620 monthly reports.
My RCT-123s i submit, search, or revise RCT-123 annual reports.

Administration i edit user profile, edit Customer ID contact information, edit existing users,
create new users, and edit customer contact information.

PSLA Procedures and Electronic Filing User Manual Page 12
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Electronic Filing System (@)sign 0ut

o signed in as Jane Doe [Jane.Doe@agencyname.com] on Web(2-GUO1 Test System

chume

o You have [1] Filing Returned, [1] 1620 Report Returned, [1] RCT-123 Report Returned

My Filings My 1620s
@ Submit An Original Filin @SubmitA 1620 Report
() Complete A Draft Filing [2] () Search or View A 1620 Report
@ Search or View A Filin @ Revise A 1620 Report
@ Search for Transactions @ Fix A Returned 1620 Report[ 1]

(6) Fix A Returned Filing [1]

My RCT-123s Administration
New RCT-123 Report (2) Edit My Profile
Search or View RCT-123 Report
Revise RCT-123 Report
Fix A Returned RCT-123 Report [ 1] @ Edit Customer Information

@ View Statement of Account

EFS \r3.0.1.3055(® Click here for the User Manual - Have Questions? Contact efshelp@pasla.org

Login i Home Page

The logged in user is displayed in the center of the description.

Each page has a description bar . Cl i c ki n g will daleup fheHHomeePagel i

A help link describes the page.

Rl W [N | H®

On the home page, a message displays if there are Returned Filings, Returned 1620
Reports, or Returned RCT-123 Reports for the assigned Customer IDs.

Functions and links are enabled and displayed based on the permissions set in the User
Profile. Click AEdit My Profile to view
ID may modify permissions for Agency Users assigned to that Customer ID. The PSLA
Administrator may modify permissions for any Agency User and any PSLA User

The permission for AAffidavitdo must be 0

The permission for AFiling Reobtaanable thimlinks t

1 Tip! A user with Filing Return permission should also have Affidavit Read
permission to enable View and Search links.

The permission for fA1620 Repodtdedablethese linkb. e

The permission for ARCT Repo rdtoknablatsese liike

The AEdit My Profileo and fiSign Outo I in

1/26/2026
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# Login 7 Home Page

10 The/ieWlEdi t an Existing Usero and ACreate |

is AAgensyr Atdmroi

11 The permission for AEdit Customer I nform
enable this link.

12 The permission for AView Statement of Ac

13 Click on this link to call up the Procedures and Electronic Filing User Manual.

SUBMIT ORIGINAL FILING

4.1 Affidavit Filing Overview

The Affidavit Filing Form is used to submit an original SLL Affidavit/Declaration filing. It contains
fields for all filing types and attachments and will selectively hide/show information depending on

your selections. The single Form covers the following filing types and attachments.
7 1609-SLL/1609-PR

1609-B

1610-A

1610-B

1604-E

BOR

Attachment 1606-A for Ineligible Insurers

Attachment 1609/1610-SH for Multiple Carriers or Insurers

Upload 1609-PR Image file (for 1609-SLL/1609-PR filing type)

=A =4 =4 A -4 -4 A -4

4.2 Filing Information

@ Submit Original Filing Sign Out
signed in as Jane Doe [Jane.Doe@agencyname.com] on Web02-GUO1 Test System
Enter New Filing Information
‘ Correctly Received Date @fUZIZ[]B
Pennsylvania Surplus Lines Association Customer ID @ 0753 -
180 Sheree Blvd., Suite 3100
Exton, PA 19341 Policy Number | (3)
Binder Number @
Customer Reference Number @
# Submit Original Filing T Filing Information

to the Entry Date.

Correctly Received Date : the date the original filing was correctly submitted. If a filing
is submitted by an Agency User directly into EFS, the Correctly Received Date will be set

1/26/2026 PSLA Procedures and Electronic Filing User Manual
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Submit Original Filing T Filing Information

Customer ID: the four digit number assigned to the individualSur pl us Li nes
Agency by PSLA. The list of assigned IDs is identified in the User Profile for Agency
Administrators and Agency Users. If a user is assigned to a single Customer ID then the
Customer ID field will be automatically filled.

Policy Number: the Policy Number must be unique within a Customer ID and Effective
Year. If the Policy Number is not known when the Original Filing is submitted than a
Binder Number must be entered.

1 Valid characters are: a-z, A-Z, 0-9, &, and i (hyphen).

T  WARNING! When using characters in policy numbers remember to be
consistent, otherwise you could create a duplicate filing. For example,
Policy Number ABC123 is not the same as Policy Number ABC-123 even though
all the remaining policy information may be identical.

1  WARNING! All placements including duplicate placements are subject to a
flat, non -refundable, stamping fee.

Do not use the following characters.

* 9 + % A o ~ ! \v@: # O0 %< ,>" () _ =1
1 Tip! If you submit a filing using a Binder number, you must update the filing with
the policy number once i tRebisecEilmges & &g

End o r s efumetionttodupdate the Policy Number.

I Tip! The Electronic Filing System does not require you to append the effective
year to the Policy Number but paper filings entered by PSLA in 2006 and
2007 may have the effective year appended to it

1 Tip! ForFiling Type 1610-B, provi de the participat
Certificate number in the Policy number field, NOT the Master Policy number.

Binder Number: enter a Binder Number if a Policy Number is not available.
9 Valid characters are: a-z, A-Z, 0-9, &, and i (hyphen).

T  WARNING! When using characters in policy numbers remember to be
consistent, otherwise you could create a duplicate filing. For example,
Policy Number ABC123 is not the same as Policy Number ABC-123 even though
all the remaining policy information may be identical.

T  WARNING! All placements including duplicate placements are subject to a
flat, non -refundable, stamping fee.

Do not use the following characters.
* 2 + % A o0 ~ ! \;@: # 6 %< ,> " ( ) =

9 Tip! For Filing Type 1610-B , pl ease provide the par
Certificate number in the Binder number field, NOT the Master Policy number.

1 Tip! If you submit a filing using a Binder number, you must provide PSLA with
the Policy number once it becomes available.

Customer Reference Number: an optional text field that an Agency may use to cross-
reference the filing to PSLA with another number.
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4.3 Filing Type and Declaration

Select a Filing Type ( : ) v [ |

[REPORT OF TRANSACTION WITH UNLICENSED INSURER(S) IN ACCORDANCE WITH SECTIONS 1604, 1606, 1608 AND 1609 OF ARTICLE
!XVI. SURPLUS LIMNES. OF THE INSURANCE COMPANY | AW, ACT OF MAY 17, 1921, RL. 682, NO. 784, AS AMENDED

Type of Filing (please select one): H|

DECLARATION BY SURPLUS LINES LICENSEE

Insured Name r(g) |

Location of Risk Zip Location of Risk City State
[on— ] |
Type of Coverage Description of Insured's Operation

Select the type of coverage (4) | Select the description of insurancg)

Select the type of coverage @v | | Select the description of insurance © ) w I

Effective Dates (term) of Coverage

Effective Date(mm/dd/yyyy) Expiration Date(mm/dd/yyyy)

Submit Original Filing 7 Filing Type and Declarations

Filing Type: Select one of the following Filing Types. Click on a type for a description.
7 1609 SLL/1609-PR
1609-B
1610-A
1610-B
1604-E (Export)
- BOR
If Filing Type 1610-B is selected, also enter or select the Name of the Purchasing Group.

1 Tip! The drop-down is a list of active Purchasing Group Names. If the
Purchasing Group Name is not on the list, please confirm that the Purchasing
Group is active.

9 Tip! If this is a new Purchasing Group that is not on the drop-down list, please
contact PSLA to reguest an updat e Save
Draft 0 function to save the filing unti

=A =4 =4 =

Insured Name : enter the Insured Name as you would like it to appear on your monthly
Statement of Account from PSLA (Stamping Fee Statement). Please limit the insured
name to 60 characters. Do not use the following characters.

* 2 + % A 0 ~ ! \;@: # 06 $< ,> " ( ) = ]

Location of Risk : the physical city and zip code for the insured location in Pennsylvania.
If more than one location exists for the specified policy, please provide the address for
the location with the most exposure that is in Pennsylvania.

1 Tip! Entering a zip code will select the city if possible. If multiple cities have the
same zip code then the available cities will appear in a drop-down list. Use the
Up/Down arrows to select the city.

9 Tip! If your city is not on the drop-down list, type in the name of the city.

Type of Coverage - Lookup : the type of insurance required to be reported in the
annual statement which must be filed with the department by admitted insurers. Refer to
the List of Types of Coverage for available options. This field looks up the Type as you
enter the first few letters.

1 Tip! TypeofCoveragewas previousbky called AKin

1/26/2026
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5 Type of Coverage (Kinds): This field displays the selected Type of Coverage.
I Tip! Clicking the down-arrow at the right will display the list of Types.

6 Description of | nislookepd éeter tatiped.ist aftDéesoriptions of
I nsur edds f& pvailabdetoptions. sThis field looks up the Type as you enter the
first few letters.

T Tip!l Description of Iwiassu rperdebvsi oQupse ega tciaad nl

7 Description of | nlasses)d this fiel®displaya the selatted
Description.
1 Tip! Clicking the down-arrow at the right will display the list of Descriptions.
8 Effective Date : enter the policy effective date of coverage in MMDDYY format.
1 Tip! For a BOR Form, enter the Broker of Record effective date.
9 Expiration Date : enter the policy expiration date of coverage in MMDDYY format.

I Tip! For a BOR Form, enter the original policy expiration date.

Description of Filing Types

As outlined in Sections 1609 and 1610 of Pennsylvania Surplus Lines Law, there is a selection of
Affidavit/Declaration types available to the Surplus Lines Licensee. As of April of 2005, PSLA has
consolidated four physical Affidavits into one Affidavit Document. For each filing made, the Surplus
Lines Licensee must indicate the Filing Type. The Filing Type selected is governed by specific
characteristics of the placement. The Surplus Lines Licensee Filing Types outlined below are due
to PSLA within 45 days of the effective date of coverage. Copies of the declaration page, cover
note, and binder or filing copy of the policy are not required for the four filing types described below.

Filing Type 1609 -SLL/1609-PR

Filing Type 1609-SLL/1609-PR is the most commonly used filing type, as it must be used when the
criteria for use of all other filing types is not met. The SLL Affidavit filing must be accompanied

by an image file of a completed and signed Producer Affidavit 1609 -PR. The Surplus Lines
Licensee is obligated to file both the SLL Affidavit (with 1609-SLL/1609-PR selected) and the 1609-
PR affidavit within 45 days of the effective date of the policy.

1609-PR Form

The 1609-PR form must be filled out by the producer, who represents the insured within 30 days
after the Surplus Lines Licensee has placed insurance with an Eligible Surplus Lines Insurer. The
Producer must forward this form to the Surplus Lines Licensee and the licensee must upload an
image of the 1609 -PR form when submitting Filing Type 1609-SLL/1609-PR. The 1609-PR image
must be legible and the insured name must match the insured name listed on the electronic SLL
Affidavit form or else the filing will be rejected by PSLA and returned. Refer to the section on
Producer Declaration/Affidavit (1609-PR) for additional information.

Filing Type 1609 -B

Filing Type 1609-B may be used when the same coverage, as described, has been placed
continuously with an eligible surplus lines carrier for a period of at least three consecutive years
immediately preceding the current placement. This form recognizes that this is, in fact, a
Surplus Lines placement, precludes the diligent search requirement and no longer requires a
Producer declaration/affidavit 1609-PR. It should be noted that the insured need not be with the
same Eligible Surplus Lines Carrier over the said minimum 3-year period.
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Filing Type 1610 -A i Policy Effective Date after 6/30/2011

Filing Type 1610-A is for an exempt commercial purchaser. The diligent search requirements of
section 1604(2), the reporting requirements of section 1609(a) and the twenty five per centum
(25%) limitation of section 1606 shall not apply to placements of insurance with nonadmitted
insurers for an exempt commercial purchaser if:

(1) the surplus lines licensee procuring or placing the surplus lines insurance has disclosed to the
exempt commercial purchaser that the insurance may be available from the admitted market that
may provide greater protection with more regulatory oversight; and

(2) the exempt commercial purchaser has subsequently requested in writing the surplus lines
licensee to procure or place the insurance from a nonadmitted insurer.

An " Exempt commerci al purchasero is defined as &
that, at the time of placement, meets the following requirements:

(1) The person employs or retains a qualified risk manager to negotiate insurance
coverage.

(2) The person has paid aggregate nationwide commercial property and casualty insurance
premiums in excess of one hundred thousand ($100,000) dollars in the immediately preceding
twelve (12) months.

(3) (i) The person meets at least one of the following criteria:

(A) The person possesses a net worth in excess of twenty million ($20,000,000) dollars,
as adjusted under subparagraph (ii).

(B) The person generates annual revenues in excess of fifty million ($50,000,000) dollars,
as adjusted under subparagraph (ii).

(C) The person employs more than five hundred (500) full-time or full-time equivalent
employees per individual insured or is a member of an affiliated group employing more
than one thousand (1,000) employees in the aggregate.

(D) The person is a not-for-profit organization or public entity generating annual budgeted
expenditures of at least thirty million ($30,000,000) dollars, as adjusted under
subparagraph (ii).

(E) The person is a municipality with a population in excess of fifty thousand (50,000)
persons.

A fAQualified risk manager o is defined as a person
respect to a policyholder of commercial insurance.
(1) The person is an employee of, or third-party consultant retained by, the commercial
policyholder.

(2) The person provides skilled services in loss prevention, loss reduction or risk and insurance
coverage analysis and purchase of insurance.
(3) The person:

(i) (A) has a bachelor's degree or higher from an accredited college or university in risk
management, business administration, finance, economics or any other field
determined by the commissioner to demonstrate minimum competence in risk
management; and

(B) (I) has three (3) years of experience in risk financing, claims administration, loss
prevention, risk and insurance analysis or purchasing commercial lines of insurance;
or
(1) has:
(a) a designation as a Chartered Property and Casualty Underwriter issued by
the  American Institute for Chartered Property and  Casualty
Underwriter/Insurance Institute of America;
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(b) a designation as an Associate in Risk Management issued by the American
Institute for Chartered Property and Casualty Underwriter/Insurance Institute of
America;

(c) a designation as Certified Risk Manager issued by the National Alliance for
Insurance Education & Research;

(d) a designation as a RIMS Fellow issued by the Global Risk Management
Institute; or

(e) any other designation, certification or license determined by the commissioner
to demonstrate minimum competency in risk management;

(ii) (A) has at least seven (7) years of experience in risk financing, claims administration,
loss prevention, risk and insurance coverage analysis or purchasing commercial lines
of insurance; and

(B) has any one of the designations specified under clauses (a), (b), (c), (d) and (e);
(iii) has at least ten (10) years of experience in risk financing, claims administration, loss

prevention, risk and insurance coverage analysis or purchasing commercial lines of
insurance; or

(iv) has a graduate degree from an accredited college or university in risk management,
business administration, finance, economics or any other field determined by the
commissioner to demonstrate minimum competence in risk management.

Filing Type 1610 -A i Policy Effective Date before 7/1/2011

Filing Type 1610-A is designed for the large corporate account. This filing type may be used when
the insured is able to satisfy at least 3 of the 6 requirements defined by Section 1610-A of the
Pennsylvania Surplus Lines Law. These requirements include:

1 The insured employs a full-time risk manager or contracts for services from a qualified risk
management service.

The insured has gross sales in excess of one hundred million ($100,000,000) dollars.
The insured regularly employs in excess of two hundred and fifty (250) full-time employees.
The insured has assets in excess of one hundred million ($100,000,000) dollars.

The insured has insurance premiums for property and casualty insurance, excluding
employee benefits, in excess of two hundred and fifty thousand ($250,000) dollars.

1 The insured is seeking insurance for risks resident, located or to be performed in one or more
states other than Pennsylvania and the portion of the total risk ascribable to states other than
Pennsylvania exceeds fifty percent (50%).

If the Surplus Lines Licensee is able to declare under penalties provided for perjury that the
described risk satisfies at least three of these requirements, filing type 1610-A may be used. Use
of filing type 1610-A precludes the diligent search requirement and therefore, the Producer
declaration/affidavit 1609-PR is not needed.

= =4 =4 4

Filing Type 1610 -B

Filing Type 1610-B is used by Surplus Lines Licensees who administer a Purchasing Groups(s).
Submission of this filing type is required for placements for each Pennsylvania member of a
Purchasing Group created under the Risk Retention Act amendments of 1986 regardless of the
Purchasing Group's state of domicile. Use of filing type 1610-B precludes the diligent search
requirement and therefore, the Producer declaration/affidavit 1609-PR is not needed.

Form 1604 -E (Export)

Form 1604-E is intended for use when reporting a placement of a Type of Coverage or a
Description of Il nsuredds Op e rundei $entionfl604(R)E@) ofotine
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Pennsylvania Surplus Lines Law, the Insurance Commissioner may declare specific Kinds of
insurance coverage or Classes of Operations to be generally unavailable in the authorized market

at present, and thus exportable. These types of pl acement s ar e o

Accordingly, for those insurance coverages which are included on the Export List, a diligent search
among insurers admitted to do business in this Commonwealth is not required before placement of
the coverage in the Surplus Lines market.

Form BOR

‘FCAUTION! Form BOR should only be used to report a mid-term Broker of Record transaction.

I n most cases a transfer takes place at t he
Licensee simply submits a new filing to PSLA with their Customer ID number. However, in the
event the transfer takes place before the policy has expired, the new Licensee should submit the
Broker of Record form in the Electronic Filing System. A stamping fee is not applied to the BOR
form since a stamping fee was already charged
the policy expiration/renewal date the fAnewod
Filing System.

1 Onthe BOR Form use the Broker of Record effective date as the Policy Effective Date.

1 On the BOR Form use the original policy expiration date as the Policy Expiration Date.

4.4 Single Eligible Insurer

MULTI-STATE RISK

Does the policy cover risks in the Commonwealth of Pennsylvama plus one or more other state or territory?@: Yes_ Ho

ELIGIBLE INSURERS | Add Another Insurer || Remove Last Insurer |
Eligible Insurer Humber Eligible Insurer PA Premium Policy Premium
6 @ @ [E©) 5@ Il
Total from Eligible Insurers|$[0.00 ||so-00 It

@:' For Reporting Only

[ : Dmissions : the Omissions box is not available after 12/31/2010.

# Submit Original Filing 1 Single Eligible Insurer

Multi -state Risk: select Yes if the policy covers risks in the Commonwealth of
Pennsylvania plus one or more other state or territory and select No if the policy only
covers risks in the Commonwealth of Pennsylvania.

2 Eligible Insurer Number : enter the Key Number of the Eligible Surplus Lines carrier
providing coverage for the policy. Please check the Pennsylvania Insurance Department
website for a list of Eligible Surplus Lines Insurers.

Eligible Insurer: the name of the Eligible Insurer will appear if the number is valid.

3 PA Premium : provide the full gross premium amount for:
1 The portion of the risk located in the Commonwealth of Pennsylvania for the
Eligible Insurer.

1 The full term of the policy period being reported (do NOT provide the monthly or
guarterly billing transaction amount).

1/26/2026 PSLA Procedures and Electronic Filing User Manual Page 20
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Submit Original Filing T Single Eligible Insurer

Policy Premium: provide the full gross premium amount for the policy (covering all
locations of risks including those located in the Commonwealth of Pennsylvania).

1 If the policy covers risks outside of the United States, only enter the premium
associated with the risks within the United States and territories.

1 If the Multi-state Risk field is set to No, the PA Premium is automatically copied
to Policy Premium and the field is read-only.

1 If the Multi-state Risk field is set to Yes, the Policy Premium must be greater
than PA Premium.

Reporting -only : if a filing has $0 Total Premium, the Reporting-only box must be
checked before submittal.

Omissions: check the box if the filing is being submitted or revised in accordance to the
2/22/2010 Bulletin. Please refer to the Frequently Asked Questions for additional
information. The Pennsylvania Insurance Department has temporarily waived the late
fee between 3/1/2010 and 12/31/2010 to encourage licensees to update their records.
The box is only valid for filings with a Policy Effective Date prior to 1/1/2010 and it cannot
be used with existing filings that already have a late fee. The Omissions option is no
longer available !

4.5 Multiple Eligible Insurers  (Replaces Schedule 1609/1610 SH Atta chment)

| f

a filing has multiple EIligible Insurers

Eligible Insurer. A filing may have up to ten Eligible Insurers.

ELIGIBLE INSURERS @ Add Another Insurer ®Zemove Last Insurer |
Eligible Insurer Number Eligible Insurer PA Premium Policy Premium
v @ | [Ell [ |
2 I [~ S R I
: &) |

Total from Eligible Insurers| $[0.00 ( : ) 5[0.00( :)

O For Reporting Only

Submit Original Filing - Multiple Eligible Insurers (Multiple Carriers)

Add/Remove Insurer :cl i ck t he fAAdd Another I nsurer
providing coverage under the same policy number (i.e., all subscribing carriers
participating on one cover note). The maximum number of Insurers is ten. Click
AfARemove Last Insurero i f you added too m

Total from Eligible Insurers : the Total PA Premium and Total Policy Premium from all
Eligible Insurers are calculated.

4.6 Revenue Recognition Date, Tax, and Stamping Fee

1/26/2026

|Revenue Recognition Date W |
Tax 4 1 : ) 30.00 ||:| Check here ONLY if Tax Exempt

Stamping Fee S © aoon| |
Missing PR Stamping Fee s| (@) 50.00| [The Missing FR Fee is non-refundable. |
Total Stamping Fee g () 70.00] | |
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Submit Original Filing - Validate

Revenue Recognition Date : Revenue Recognition Date is the date that surplus lines
premium tax will be reported on a 1620 Monthly Report and recognized from a surplus
lines tax reporting perspective. Contact your agency tax accountant for more
information.

1 Tip! Surplus lines premium from new filings, endorsements, and cancellations
that will be reported on the 1620 Monthly Report should have a Revenue
Recognition Date within the same month.

1 Tip! Surplus lines premium from new filings, endorsements, and cancellations
that will be reported on the Gross Premium Tax report for a calendar year should
have a Revenue Recognition Date within the same year.

Tax: The calculated surplus lines premium tax per Surplus Lines Law Section 1621.

Stamping Fee: The standard stamping fee is based on the stamping fee schedule
outlined in the 10/26/2007 Bulletin.

Missing PR Stamping Fee: The $50.00 non-refundable Missing PR Stamping Fee is
applied if the fAiUnable to Obtain PR Form
the box is checked in the original filing and later the box is unchecked in a revision, the
Missing PR Stamping Fee still applies since it is non-refundable. Refer to the

10/13/2010 Bulletin for more information.

Total Stamping Fee: The Total Stamping Fee is the sum of the standard Stamping Fee
and the Missing PR Stamping Fee.

4.7 Service Fees

[sERVICE FEES
Personal Lines Service Fee Commercial Lines Service Fee
2O 52

Service Fees

Personal Lines Service Fee : Per Act 45 of 2024 that became effective on 9/6/2024, a
surplus lines licensee may charge an insured a service fee for the placement of a
personal lines insurance policy. This is an optional field.

Commercial Lines Service Fee:  a surplus lines licensee may charge an insured a
service fee for the placement of a commercial lines insurance policy. This is an optional
field.

1/26/2026
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4.8 Form 1606 -A for Ineligible Insurers

heck here if FORM 1606-A is attached as a portion of the risk has been assigned in accordance with Section 1606 to a non-
dmitted insurer not on the Pennsylvania Insurance Department's current list of eligible surplus lines insurers.

DECLARATION BY SURPLUS LINES LICENSEE (FORM 1606-A)

Ineligible Insurer PA Premium Policy Premium
1@ [Is @
H o O O
- 1
Total from Eligible and Ineligible Insurers|$(@)  000||5[@) o000

Full explanation of why the risk could not be placed with admitted or eligible surplus lines insurers

‘@

Submit Original Filing - Ineligible Insurers

Surplus Lines Insurers.

Form 1606-A: required on those (rare) occasions, when due to specific circumstances, a
portion of said risk (not exceeding 25%) is forced to be placed with unapproved non-
admitted insurance carriers which do not appear on the list of Eligible Surplus Lines
Insurers published by PID. Attachment 1606-A must be completed and included with the
completed Surplus Lines Affidavit (applicable to all filing types). Check this field only if a
portion of the reported risks (not exceeding 25%) was placed with a non-admitted insurer
which does not appear on the Pennsylvania Insurance Department website for Eligible

1 Note: Filing Type 1610-B should not have Ineligible Insurers. Ineligible Insurers
used with Filing Type 1610-B will be reported to PID.

Ineligible Insurer
PA Premium and Policy Premium.

il

to Policy Premium and the field is read-only.

1
greater than PA Premium.

. enter the name of the Ineligible Insurer and the associated portion of
If the policy covers risks outside of the United States, only enter the premium
associated with the risks within the United States and territories.

If the Multi-state Risk field is set to No, the PA Premium is automatically copied

If the Multi-state Risk field is set to Yes, the Policy Premium entered must be

Ineligible Insurer
Ineligible Insurer if there is more than one.

. enter the name, PA Premium, and Policy Premium for a second

Total from Eligible and Ineligible Insurers

: totals are automatically calculated.

Full Explanation:
Insurer(s).

provide a description of why the risk was placed with an Ineligible

1/26/2026
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4.9 1609-PR Information

Surplus Lines Individual Licensee Surplus Lines Agency Name

RUDERT, KEMNNETH A @ PSLA EFS 3.0 TEST

[Producer (FORM 1609-PR)

@ Check here if after numerous attempts you were unable to obtain the 1609-PR form from the producer. This election on
your part does not remove your obligation and continuing efforts to obtain a properly completed 160% PR form. This will
continue to be an incomplete filing on your agency record. 1609-5LL filings without a 1609-PR form will be reported
to PID. Effective January 1, 2011 there is a non-refundable Missing PR Stamping Fee.

[1609-PR Image |
|Select the 1609-PR. scan from your system @ Browse... |
# Submit Original Filing - 1609-PR Information (Internal -only)

Surplus Lines Individual Licensee: The list of available Surplus Lines Licensees is
based on the Customer ID. The Surplus Lines Agency Name for the Customer ID is
displayed to the right of the licensee.

2 Unable to obtain 1609 -PR form: check this box if the 1609-PR form is not available.

1 Warning! Effective January 1, 2011 there is a $50.00 non -refundable
Missing PR Stamping Fee if this box is checked.

Producer Name : if the box is checked, enter the Producer Name.
Producer Address : if the box is checked, enter the Producer Address.

3 Browse : Filing Type 1609-SLL/1609-PR requires a scanned image of the completed
and signed 1609-PR form is attached to the electronic submittal. Click on the Browse
button to locate the file. The file should be attached just prior to submittal

1 Warning! The file size must be less than 20,000 Kbytes and stored on your
local hard drive. An error may occur if the file is stored on a shared network
drive.

1 PDF file format is preferred but JPG is also supported. Please contact PSLA if
you have questions on the file type.

1 Warning! Compressed TIF images are not supported.

I The Save as Draft function does not upload a selected image. Use the Browse
function to select the image when you are ready to submit the filing.

I Tip! The requirement to attach an image of a 1609-PR form is from PID. Please
contact them if you have questions on the requirement.

The remaining filing types do not require an image of the 1609-PR form so the Browse
button is hidden.

4.10 Validate and Submit

‘Warning! The stamping fee is non-refundable. Inconsistent use of "spaces”, "hyphens”, and other symbols in the policy number
may create a duplicate filing with a non-refundable fee.

Enter the Policy or Binder Number again @

(2validate The Policy | (3)save As A Draft @ Exit
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# Submit Original Filing - Validate

Re-type in the Policy or Binder Number for confirmation. The Policy or Binder number
entered at the top of the form must match the number entered at the bottom of the form.

2 Validate The Policy : this will check all entries and validate them for consistency. The
list of validation errors are listed in the Appendix. Refer to the section on Validation for
additional information.

T I'f there ar e nGickée Subnmitsiling bhutioa to saeexthte fi
filingllo wi I | be di spl ayed .aAtthdbbtem of theform &
fSubmit dbutton will be displayed and clicking it will submit the filing. EFS will
set the Filing Status to ASubmitted/ A

1 Ifthere are only warning errors, t h ePlease review fhe warning error(s)
and then click the Submit Filing button to save the filing owill be displayed
at the top of the filing Suomth. bAttbhe
displayed and clicking it will submit the filing. EFS will set the Filing Status to
ASubmitted/ Approved.

i1 If there are critical errors, thet e
e Mo will be displayed at the top of the filing form. At the bottom of the
form, the AValidated button wil!]l be d
to check the correction.

1 Caution! Clicking the Validate button does not enter the information into EFS.
You must click the Submit button  to enter and save information to EFS.

3 Save As A Draft: saves entered data so it can be completed at a future date. The Save
As A Draft will save a filing with validation errors as long as it has a Customer ID. Draft

filings are retrieved by using the Searc
iSave/ Draft o, selecting the draft filing

1 Note: the Save as a Draft function does not save an attached PR image.
4 Exit: exits the form without saving data.

Submit The Policy: this button appears after the filing has been validated without any
critical errors. Clicking the Submit button saves the filing to EFS.

After a policy is submitted, filing information (Policy Number, Effective Date, Expiration Date,
Insured Name, Premium, and Stamping Fee) will appearont h e A g eextanprihty Statement
of Account.

Validation Errors

Validation checking is divided into two parts. Validation rules that are independent of prior data is
processed first (i.e. missing policy effective date) and validation rules that are dependent on other
data is processed second (i.e. missing purchasing group since it is only appropriate for filing type
1610-B). All critical independent validation errors must be cleared before dependent validation
errors are checked. For example, if a filing was missing both the policy effective date and the
purchasing group, the missing purchasing group error will not be flagged until there is a policy
effective date.

There are two types of validation errors. The complete list of validation errors is in the Appendix.
9 Critical Errors must be corrected prior to submittal.

1 Warning Errors should be corrected prior to submittal but EFS will accept a filing with warning
errors.
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Submit Original Filing 7 Validation Warning Errors

Filing with Warning Errors : if the filing has only warning errors, the message at the top
wi | | Péeasa teveew fhe warning error(s) and then click the Submit Filing
button to save the filing .0 . C | i Submiit rogttontwill submit the filing.

Validation Errors : fields with warning errors are highlighted in Yellow fill color.

Validation Error Description : moving the cursor to the field will display the error text.

@ Submit Original Filing Sign Out

signed in as Jane Doe [ad

e\"alidation Error

Error 19 - Missing Policy and Binder Number
Enter Ne

- e A new filing must have either a Policy ora
Pl fi lidati
@ b\t st inder Number. The filing may be submitted
Correctly With just a Binder Number as long as the
Policy Number is added later via an
Endorsement.

Pennsylvania Surplus Lines Association
180 Sheree Blvd., Suite 3100

Binder Number

Customer Reference Number

Tvpe of Filing (please select one):
1609-5LLMB09-PR. = |must be used where other filing types do not apply

Submit Original Filing i Validation Critical Errors

Filing with Critical Errors . if a filing has critical errors the message at the top will state
Please review the error(s) below before submitting 0.

Validation Error: fields with validation errors are highlighted in [5E%] fill color.

Validate Error Window:  putting the cursor in the field with the error will display a
window describing the error.

4.11 Filing Status

Each Filing has a fistatuso that defines the
Sear c¢c h Ddriterjaforasgaching.

1 Saved/Draft: information was entered into the Affidavit Form but the Original Filing was not

1/26/2026

submitted to the Electronic Filing System. The Save as a Draft function enables a user to
complete an Original Filing at a later date.

3 The filing must have a Customer ID before saving.

3 The filing may contain blank fields and errors.

3 The filing may be opened and saved as a draft multiple times.
K]

al

0 W

On the Home p &gmwlete xaftlFiiingsko t wi Al di spl ay Saved/

a Customer ID.
The Save as a Draft function is only available to Original Filings. It is not available for
Revisions and Endorsements.

("]
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1 Submitted/Approved : the Original Filing or Revised Filing was successfully submitted to the
Electronic Filing System (EFS). Filings with warning errors may be successfully submitted but
errors may be reported to PID.

3 Filing Types 1609 -B, 1610-A, 1610-B, and 1604 -E: when the Submit Filing button is
clicked, the status is set to Submitted/Approved.
3 Filing Type 1609 -SLL/1609-PR: when the Submit Filing button is clicked, the status is

set to Submitted/ Approved if it doesndt have

status is set to Pending Filing Review since PSLA must review the image and enter PR
information. An Original 1609-SLL/1609 Filing must have an image to pass validation. A
Revision may, or may not have an image.

1 Filing Review Pending: the filing requires review by a PSLA User.
3 Filing Type 1609-SLL/1609-PR originally submitted by an Agency User: the attached
1609-PR image must be reviewed by PSLA.
3 .
3 Note: an endorsement cannot be submitted on a filing that is pending review.
3 Note: an Agency User cannot revise a filing that is pending review.

1 Filing Return Sent: the filing needs to be corrected by the Agency User.

3 Filing Type 1609-SLL/1609-PR originally submitted by an Agency User: the attached
image contained an error(s) that must be corrected. The Agency User should use the
Revise Filing function to attach a corrected image and resubmit it. Errors that result in a
returned filing are: illegible image, mismatch between the Named Insured on the image
and the Named Insured entered on the Affidavit Form, missing Producer signature, and
missing Producer Name/Address.

3 Note: an endorsement cannot be submitted on a returned filing.

3 NotetanAgency User must have AFilingomR@Eaurno rea
returned filing.
3 See section on Fix Filing Return Errors.
1 Cancelled : the filing was cancelled. The policy number is retained so it may not be reused.
1 Inactive : the filing was inactivated. The policy number was removed so it may be reused.
4.12 Filing Returned
I f an Agency submits an original filing to PSLAGs
errors prior to submittal. Filing Type 1609-SLL/1609-PR requires an attached image of the 1609-
PR form that PSLA will review. If there are warning errors with the image PSLA will accept the
filing and not return it to the Agency. If there are critical errors with the image, PSLA will return the
filing to the Agency and the Agency must upload a corrected image and re-submit the filing using
the ARevise Filingodo function. BePRamage. s t he | i st
1 Error 147 Missing Producer Information critical
9 Error 181 Missing Declining Company warning
M  Error 207 Invalid Individual Producer License warning
1 Error 217 Missing or lllegible Individual Producer Name critical
1 Error 2571 Missing or Invalid NAIC Number warning
1 Error 301 Missing Producer Signature critical
1 Error 327 Missing 1609-PR Image critical
1 Error 337 lllegible 1609-PR Image critical
M Error 347 Mismatch on Named Insured critical
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Filing Returned Notification

If a submitted filing is returned, an email is sent to the Filing Return contact and a message in red
background is displayed on the Home page for all users assigned to the Customer ID on the

returned filing.

&

PENNSY LVANIA

Electronic Filing System

Home Signed in as Jane Doe [Jane Doedagencyrume com) on SysTest3, Last soccessful login was 11/8/2024 2:17 Help
PM

You have [1] Filing Retumed

sign Out

My Filings My 16205
Subsnit An Origing Filiog Submit A 1620 Regort

Complete A Draft Filing [12]
Search Or View A Filing
$earch For Transactions

Eix A Baturoed Filing [1]

My RCT-1235

ech Vi Al o3

Revise A 1620 Report

Administration

New BCT-122 Renort

Search Or View RCT-123 Report

EFS v4.24.05.2301 « Click here for the User Manual « Have Questions? Contact efzhelp@pasls org

List of Filings Returned

£t M Profile

Vigw/Eds v ofor oo

View Statement Of Account [0)

Click BmARetumediiing 6 | ink to displ a
have AFiling Returno permission
1/26/2026 PSLA Procedures and Electronic Filing User Manual
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@ Search for Affidavit/Endorsement Sign Out

Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 6/7/2023 10:51 AM  Help

Enter Search Information

Customer 1D [0753 v Entry Date Range | J ) [ ]
Policy No | Eff. Date Range | | to| ]
Binder No. [ Exp. Date Range | ‘ to [ ‘

Insured Name ‘ Producer Lic. No. I l

|
|
|
Cust Ref. No. [ I SL Indiv. Lic. No. lSeIeci the Individual Licensee vl
|
|
|

Tax Status [Selecl a Tax Status v Type of Coverage [ Select the Type of Coverage I
PSLA ID [ Insured's Operation l Select the Insured's Operation vl
Multi-state Risk () Multi-state Risk Unable to Obtain PR (] Filings with Missing PR Fee
Resident State ‘ Select a Resident State v | Filing Status [ Filing Return Sent ~ l
Late Filings [ Filings with Late Fees Filing Type [ Select a Fiing Type |
Omissions [ Filings with Omissions Rev. Rec. Date Range | to ]
‘ Search For Policy | ‘ New Search

[ csv | xusx | poF |

Show | 10 v | entries Search:
Policy No. PSLAID |FS Entry Date Insured Name Eff. Date Exp. Date PA Premium
O |pr-AUG2025 2608933 | RT |08-04-25 PR IMAGE 08-04-25 08-04-26 1,000.00

Previous 1 Next

Showing 1 to 1 of 1 entries

‘ Revise Filing H History ” After CN H Endorsement” Audit H Submit Original Filing ‘

[ Inactivate H Cancel ” Reinstate H Renew HView Renewa” Delete DR “ Create PR HExport Result]

EFS v4.24.05.2301 » Click here for the User Manual » Have Questions? Contact efshelp@pasla.org

Returned Filing Email

Select the filing to correct and click on the View or Revise Filing button.

@ Revise Filing Sign Out

Home Signed in as Jane Doe [lane Doe@agencyname_com] on SysTest3 . Last successful login was 11/8/2024 2:17 Help

PM

Enter Updated Filing Information

This policy is in Filing Return because of the errors highlighted below. Click here to view the
return email

The top of the page has a link to display a copy of the returned email that describes the reasons for

the return.

SEARCH FOR AFFIDAVIT AND POLICY HISTORY

Search Filing Display

The Search Display enables a user to search for a policy based on optional search criteria. Once a

policy is found and selected, several other functions may be initiated from the Search Display.




View or Revise Policy : displays current policy information on the Affidavit Form and enables
a user with read/write permission to revise information.

View History : displays a summary of current policy information and each transaction to-date
starting with the original filing.

Submit Endorsement : displays current policy information on the Endorsement Form and
enables a user to change selected information (e.g. increase limits and add premium or
decrease limits and return premium).

Create 1609-PR Form: populates a 1609-PR form with the selected filing information so it
can be printed and sent to the producer.

Save Results : saves search results into an Excel-compatible format.

Inactivate Policy : displays current policy information and enables a user to inactive a policy
and reuse the policy number.

Cancel Policy : displays current policy information and enables a user to set the Effective
Date of Cancellation and the Returned Premium.

Reinstate Policy : displays current policy information and enables a user to reinstate a
cancelled policy by setting the Effective Date of Reinstatement and the Additional Premium.

Submit Original Filing : calls up a new affidavit form.

@ Search for Affidavit/Endorsement Sign Out

Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 11/18/2024 2:55 PM Help

Enter Search Information

Customer ID @53 w Entry Date Range |@ | to | |
Policy No @ Eff. Date Range |@ | to | |
Binder No. @ Exp. Date Range @ | to | |

Insured Name @ Producer Lic. No. |@ |

|
|
|
Cust Ref. No. @ | 5L Indiv. Lic. No. |®ect the Individual Licensee |
|
|
|

Tax Status @Iect a Tax Status w Type of Coverage (12)ect the Type of Coverage  w |
PSLAID @ Insured’s Operation |®ec’( the Insured's Operation v |
Multi-state Risk @Multi-state Risk Unable to Obtain PR "'ilings with Missing PR Fee
Resident State @Iec‘t a Resident Slate [ | Filing Status (15)ect a Filing Status v |
Late Filings @Filings with Late Fees Filing Type (16)ect a Filing Type w |
Omissions ilings with Omissions Rev. Rec. Date Range |@ | to | |
Search For Policy | | New Search |

EFS v4.24.05.2301 » Click here for the User Manual » Have Questions? Contact efshelp@pasla.org

Search for Affidavit

all

If a field or search criteria is blank, the search function will ignore the search criteria.
Each search criteria is optional.

1 Note! The search function always restricts its search based on the Customer IDs
assigned to the user.

1 Tip! The time to display search results is dependent on the breadth of the
search. A search that has narrow search criteria (e.g. only a few results) will
display results faster than a broad search.

Customer ID : if a user is assigned a single Customer ID then the Customer ID is
automatically populated. If a user is assigned multiple Customer IDs then a drop-down
list of assigned IDs is provided. If blank, the search function restricts its search based on
the Customer IDs assigned to the user.

1/26/2026
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Search for Affidavit

Policy No., Binder No., Customer Reference No., and Insured Name  : the Search
function will look for policies starting with the entered characters. Enter the first few
characters.

Tax Status : find Tax-exempt or Taxable (not tax-exempt) filings.

PSLA ID.: find a specific filing by the unique PSLA ID number.

Multi -state Risk: find filings with Multi-state Risks.

(o2 2 IS 2 I IRV >N OV ]

Resident State: find filings where the surplus lines licensee is resident, non-resident, or
in a specific state.

~

Late Filings: find filings with a late filing fee.

Omissions: find filings that had Omissions checked and the late fee waived. These
filings are made available to the Pennsylvania Insurance Department.

Entry, Effective, and Expiration Dates : enter date ranges in MMDDYY format. If only
the Afromd date is entered, todaybs dat e

10

SL Individual Licensee: find filings for a SL Licensee.

11

Producer License No .: find filings by producer.

12

Type of Coverage : find filings by Type of Coverage. Note that this was previously called
AKi ndso.

13

I nsuredds Opgerdatfiidn:ngs by the Descriptio
this was previously called AClI asso.

14

Unable to Obtain PR : find filings with a Missing PR Stamping Fee

15

Filing Status . Typically used to find filings
status. Agency Users should set status
fixed or set the status to fASave/drafto
Page for fiFix Filing Returnodo and ACompl e

predefined Filing Status.

16

Filing Type: find filings by type. 1609-X filings are made available the Pennsylvania
Insurance Department.

17

Rev. Rec. Date Range: find filings by Revenue Recognition Date.

18

Search for Policy: click this to search for filings based on the selected criteria.

19

New Search: click this to clear the search criteria fields and start a new search.

1/26/2026
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Search Results

)

Search for Affidavit/Endorsement sign out

Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 6/7/2023 10:51 AM Help
Enter Search Information
Customer ID |D753 v} Entry Date Range [01131;2024 ] to [ ]
Policy No | | Eff. Date Range | | to [ |
Binder No. l ] Exp. Date Range [ I to [ ]
Cust Ref. No. I J SL Indiv. Lic. No. lSeIect the Individual Licensee J
Insured Name I ] Producer Lic. No. [ J
Tax Status | Select a Tax Status v Type of Coverage | Select the Type of Coverage v |
PSLA ID | ] Insured's Operation [Select the Insured's Operation ‘
Multi-state Risk [ Multi-state Risk Unable to Obtain PR (] Filings with Missing PR Fee
Resident State I Select a Resident State v ] Filing Status ISeIect a Filing Status v J
Late Filings [ Filings with Late Fees Filing Type lSeIecl a Filing Type v J
Omissions (] Filings with Omissions Rev. Rec. Date Range | | to ]
l Search For Policy ] I New Search ]
XLSX
entries Search: J
Q.) Policy No. PSLAID [FS| Entry Date Insured Name Eff. Date | Exp. Date | PA Premium |
OlrEsT-JAN27 2401514 [IN|01-27-24 PR FILING 01-27-24 |01-27-25 0.03'
Oluanzs TEsT 2401515 [INJo1-28-24  [0AN 27 TEST 01-28-24 [01-28-25 0.00)
Ol16098-Jan28 2401516 [IN[01-28-24  |THIRDGEN XMLEMAIL  [01-28-24 [01-29-24 0.00]
[O|zEster 2451082 |INJ06-14-24  [PR IMAGE REVISED 06-14-24_[06-14-25 0.00]
Olrests 2451083 [INJos-14-24  [1609-8 06-14-24 06-14-25 0.00]
(O|PROD3-WEB-GOLIVE-PR 2451084 | IN |06-14-24 16098 GOLIVE 06-01-24  |06-01-25 000”
(O]1609B-WEB-PROD3-GOLIVE 2451085 [IN |06-14-24 XML 1609-B GOLIVE 06-01-24 |06-01-25 0.00”
Olioripr 2476237 |INJos-16-24  |uc 08-16-24 [10-30-24 0.00)
O]auG1e-pR 2476238 | IN |08-16-24 TEST PR 08-16-24 |08-16-25 0.0[!”
|O]prROD3-WEB-RELEASE1.1-PR 2476239 [ IN|08-16-24  [1609B GOLIVE 08-01-24 [08-01-25 0.00]
Showing 1 to 10 of 62 entries LEER Y 2 4 4 B Qe 4 G
[ (@) Revise Filing |(@)History  |(2)atter cN (2)Endorsement) [ (2)audit | (2)submit Original Filing |
(2 }Inactivate ( 2 }Cancel K 2 )Reinstate ]@Renew (@)View Renewa@nelete DR @Create PR @Export Resull]

# Search Results
Policy No.: the list of policies that pass the search criteria is displayed beneath the
iSearch for Policyo button Select a po
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Search

Results

Click a button to perform an action on the selected policy;
View or Revise Filing
View Policy History
Submit After Cancel Adjustment
Submit Endorsement
Submit Audit
Submit Original Filing
Inactivate Policy

Cancel Policy
Reinstate Policy (if the filing status is Cancelled)

Renew Filing
View Renewal
Create 1609-PR Form (if the filing type is 1609-SLL/1609-PR
Delete Draft

il

=A =4 =4 4 -4 -4 4 -4 -4 - -4

1

Export Results : will export the results of the search into an Excel 2003 compatible

spreadsheet.

5.2 Policy History

Cor

Customer ID & Name |0T53 - PSLA ThirdGen Test

(®current Policy Information

PSLA ID [2504608

Policy Number [POLICYABCD

Type of Coverage |BOF.I’5MP - PROPICAS

Policy Effective Date [11/05/2024

Location of Risk - City{ll‘-‘hiladelphia

PA Premium|$1,111.11

Policy Premium |$2,222.22

rectly Received Date [11/05/2024

| €8V || Excel || PDF |

Personal Lines Service Fee |$1 00

Filing Type [1609-SLLH15609-PR

Insured Name [JOHN SMITH

Binder Number |

Policy Expiration Date [11/05/2025

Stamping Fee [$20.00

Multi-state Risk |Yes

Tax [366.67

Revenue Recognition Date | 11/18/2024

|
|
|
|
Location of Risk - State & Zip [PA 19140 |
|
|
|
|
|

Commercial Lines Service Fee |$0.UU

Trans | EN Entry . Eff. Exp. PA Policy Sent to
@D No | Date Tﬁ PIERTED || e Date | Prem. Prem. |(5) Acct.(5] (7) E=gil [@
4?10‘3@ 11-05-24 (NW | NOVS-PR |11-05-24| 11-05-25|1,000.00|  2,000.00|5M(11-05-24  |agencyuser
471 01@ 11-18-24 |RT NOV5-PR | 11-05-24| 11-05-25 ( 1,000.00(  2,000.00| PSLAUser N/A
47101 11-18-24 (CO  |POLICYABCD|11-05-24| 11-05-25 | 1,000.00|  2,000.00) Jane.Doe@agencyname.cor
47101 @ 11-18-24 |CO  |POLICYABCD|11-05-24| 11-05-25|1,000.00|  2,000.00) PSLAUser N/A
4?101@ 11-18-24 |[EN |POLICYABCD|11-05-24| 11-05-25|1,111.11|  2,222.22|R5 Jane. Doe@agencyname.corphl/ A

Policy History

Current Policy Information:

The top of the Policy History page displays current policy
information. Current policy information is the cumulative result of the original filing,
revisions/corrections to the filing, and endorsements to the filing.

The Correctly Received Date is displayed at the bottom of the current policy information.
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# Policy History

Transaction History: Each row at the bottom of the display represents a transaction.
The values displayed in the Premium colu
transaction. For example, if a new filing is submitted with a Policy Premium of $4,500
than the amount on the first row will show 4,500. If an endorsement is submitted that
increases the Policy Premium by $1,000, from $4,500 to $5,500, the amount shown on
the History Display on the Endorsement row is $5,500.

Transaction Hyperlink: Clicking on the hyperlink displays the transaction.

4 Type: i s the fAtype of transactiono that oc
T NW1 New: new original filing was submitted.
f COiCorrection/revision: fARevise Filin
T ENTEndorsement: ASubmit Endorsementao
1 RV Pending Filing Review: the filing either has a 1609-PR image that needs to

be reviewed by PSLA or a paper affidavit was mailed to PSLA and it has errors
that need to be reviewed within PSLA.

RT 1 Filing Return Sent: the filing either needs a corrected 1609-PR image or
errors that need to be fixed by the agency.

CN Cancelled: The policy was cancelled.

AU T Auditable Policy: The policy was audited.
RIT Reinstate: A cancelled policy was reinstated.
INT Inactive: The policy was inactivated.

5 AS 1 Accounting Status: Sent to Accounting identifies whether filing information was
exported to PSLAOGs accounting system.

T NRT Not ready for export. The filing has critical errors that must be corrected.
1 RS Ready-to-send: the information is ready to be exported.

=

=A =4 =4 A

T SNiSent: the information was exported
6 SenttoAcct: | f filing information was export ecqd
the sent-to-accounting date is displayed.
7 User ID: the user that submitted the transaction.
8 Doc: If there is an image associated with the transaction, clicking on the paper icon will

display the image.
9 If an agency user submitted a 1609-SLL/1609-PR filing and uploaded the PR
image, clicking on the paper icon will display the PR image.

9 If an agency sent a paper filing or endorsement to PSLA, the paper was scanned
into PSLAG6s document management syste
the scanned image.

5.3 Create 1609-PR Form

The purpose of this function is to utilize data entered in the 1609-SLL/1609-PR filing to pre-
populate a 1609-PR Form. The pre-populated 1609-PR form may be printed and sent to the
Producer to be completed and signed. The surplus lines agency must upload an image of the
signed and dated 1609-PR form received from the producer representing the insured to complete
the 1609-SLL/1609-PR filing.
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COMMONWEALTH OF PENNSYLVANIA INSURANCE DEPARTMENT
1609-PR (REV. 11/24)
(Must be included with the electronic SLL Affidavit type 1609-SLL/1609-PR)
Customer ID #0753
Policy #| AUDIT-DEC12 |

Binder # |

Report of transactions with unlicensed insurer(s) in accordance with Section 1609 of Article XVI, Surplus Lines of the Insurance Company Law, Act
of May 17, 1921, P.L. 682, No. 284, as amended

DECLARATION BY PRODUCER

Insured Name | PR AUDIT

Location of Risk - City* State |Zip

[GuULPH MILLS [[Pa [[19428 |
Type of Coverage Description of Insured’s Operation

[BOPISMF' J [Campleamp Grounds ]
Effective Dates (term) of Coverage  |FROM [12/12/2025 | TO |12/12/2026

*If more than one location of risk, then give address with most exposure

| declare under the penalties provided for perjury, that | have made a diligent effort to procure the insurance coverage described above from
licensed insurers which are authorized to transact the kind of insurance involved and which provide, in the usual course of business, coverage
comparable to the coverage being sought and have been unable to procure said insurance. | have documented a declination of coverage from at
least three admitted insurers.

| further declare under the penalties provided for perjury, that at the time of presenting a quotation to the insured, the insured was given notice
in writing, either directly or through the producer, that:

The insurer with whom the insurance is to be placed is not admitted to transact business in this Commonwealth and is subject to limited
regulation by the Department; and in the event of the insolvency of the insurer, losses will not be paid by the Pennsylvania Property and
Casualty Insurance Guaranty Association.

ALL applicable provisions of ARTICLE XVI 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.

Name of License # of

Producer Producer

Agency: Agency:

Name of License # of

Producer: Producer:

Signature of Producer: Date:

LCipmobiin o€ Nep ooy

5.4 Export Results
The ExpotResul ts function converts the data shown
Search Results can contain up to 1000 items. Once the data is in an Excel spreadsheet, standard
Excel functions may be used to sort or add information.

See below for an example.

A 8 c ] E F G H [ ] 3 L

1 Policy No. PSLAID Filing Status  Entry Date  CustomerID Customer Name Insurad Nama Eff.Date  Exp.Date  PAPremium  Policy Premium  Rev. Rec. Date
2 TEST-NOV4-EN 2504507 €N 11/04/2024 0753 PSLA ThirdGen Test AGENCY TESTEXPORTFILEEN  11/04/2024 11/04/2025 200.22 200.22 11/05/2024

3 POLICYABCD 2504608 EN 11/05/2024 ‘0753 PSLA ThirdGen Test AGENCY JOHN SMITH 11/05/2024 11/05/2025 111111 2,222.22 11/18f2024

4 POLICYXYZ 2504609 EN 11/05/2024 0753 PSLA ThirdGen Test AGENCY JOHN SMITH 11/05/2024 11/05/2025 111111 2,222.22 11/18/2024

5 NOVEBOR 2504725 EN 11/08/2024 D753 PSLA ThirdGen Test AGENCY TEST BOR 11/06/2024 11/06/2025 -10.00 -10.00 11/06/2025

6 NOVE-E 2504726 NW 11/08/2024 0753 PSLA ThirdGen Test AGENCY TEST 11/06/2024 11/06/2025 1,000.00 1,000.00 11/06/2024

7 R3-FEES 2504727 NW 11/08/2024 0753 PSLA ThirdGen Test AGENCY FEES 11/08/2024 11/08/2025 1,000.00 1,000.00 11/08/2024
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6 REVISE, ENDORSEMENT, AUDIT, CANCEL, ADJUSTMENT,
INACTIVATE, AND RENEW

6.1 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 Sign Out

signed in as Jane Doe [agencyuser] on Web(2-GU01 Test System

Enter Updated Filing Information

|05/03/2013

‘ Correctly Received Date

Pennsylvania Surplus Lines Association GetomeriD |0753 PSLA EFS 3.0 TEST
180 Sheree Blwvd., Suite 3100
Exton, PA 19341 Policy Number| POLICY12345ABC

Binder Number

Customer Reference Number

Tvpe of Filing (please select onej:
1609-SLL/1609-PR - |must be used where other filing types do not apply

REPORT OF TRANSACTION WITH UMLICENSED 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.

Re-submit PR Image File

A PR image file must be uploaded when a 1609-SLL/1609-PR filing is revised. The Revise Filing

page has options to either AUpl-owmi tad rtehvel smas tP R

image file.
1 Upload: select this option to upload a revised PR image file.

1 Re-submit: select this option to have EFS automatically upload the most recent PR image
file if there are no changes to the PR image.
[1609-PR Image |

lpload ) Re-submit |

Select the 1609-PR image from your
I coovse..

system

|Upload a revised 1609-PR image or resubmit the current 1609-PR image?

[ Validate The Policy | [ Exit |

If Re.s ub mi t i s selected, t he iBr owseo button Wi
selected..
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[1609-PR Image |

|Uploac| a revised 1609-PR image or resubmit the current 1609-PR image? Upload @ Re-submit |

[ Validate The Policy | [ Exit |

After c | iValidatenThe Polityed Abut t on, a hyper!linksubomitthe d@
i mage file becomes vi si bldick HeradTo View Thek 1609 gPRtlrhagedoh y p e
will display the image.

[1609-PR Image

| Click Here To View The 1609PR Image

|Uploac| a revised 1609-PR image or resubmit the current 1609-PR image? Upload @ Re-submit |

Select the 1609-PR image from your r-y——
Browse...
system

| Submit Filing | [ Exit

Reminder : c | Subiit Filirg €0 biitton to save the revised filing.

6.2 Submit Endorsement

Once an Original Filing has been submitted to PSLA, Surplus Lines Licensees must report two
primary types of changes made to that Original Filing to PSLA. These include:

1 The replacement of a Binder number with a Policy number. If an Original Filing is made
using a Binder number, it is critical that Surplus Lines Licensees later provide the Policy
number which replaces the Binder number. This is to assist the Licensee in proper record
keeping, reconciling, and reporting, as the Policy number creates the unique number used to
lookup and track all filings, as required by PID.

1 Premium bearing endorsements to a policy (as well as specific non-premium bearing
changes indicated below).

A New Endorsement should be submitted when any one of the following changes to a policy (the
original placement) has occurred:

1 A change in Policy Premium (additional or returned)
1 A change in Named Insured

1 A change to the Location of Risk (for placements with multiple locations in Pennsylvania, the
change endorsement should indicate if the location with the most exposure has been
changed)

1 A change or revision to the Policy Number (other than a policy rewrite)
1 A change to the Policy Period

The following items must also be included on a New Endorsement.
1 Effective Date of Change (stated separately from any date of endorsement preparation)

1 Specify Additional or Returned Premium (in the case of there being no premium involved,
clearly indicate what change is being put into effect, and specify that there is no change to
the Policybés Premium). I f you are listing mul fi
same endorsement, calculate the total net A/P or R/P and clearly list it on the endorsement.
Additional Premium is entered as a positive number and Returned Premium is entered as a
negative number.

1 Sequential Endorsement Number (please make sure your endorsements to each policy are
numbered sequentially)
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An endorsement submission must be unique to one policy number and the policy for which you are
issuing the endorsement must already have been filed with PSLA (i.e. you cannot submit an
endorsement before the original filing).

From the Home Page click on the Search or View a Filing link to find the filing. Select the filing and

click the Submit Endorsement

correct filing is selected.

@ Review of Policy History Before Creating Endorsement = sienout

Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 11/18/2024 2:55 PM Help

Customer ID & Name |0753 - PSLA ThirdGen Test.

Current Policy Information

PSLA ID [2504608

Policy Number [POLICYABCD

Policy Effective Date | 1/05/2024

Type of Coverage |BOPISMP - PROPICAS

Location of Risk - City |Philadelphia

PA Premium [51.111.11

Policy Premium |52.222 2

€SV || Excel || PDF |

Correctly Received Date | 11/05/2024

Personal Lines Service Fee |S1 00

Filing Type [1609-SLL1608-PR

Insured Name |JOHN SMITH
Binder Number |

Policy Expiration Date [11/05/2025

Location of Risk - State & Fip | PA 19140

Stamping Fee |52EI. 00

Risk |‘r’es

Multi-state

Tax [366.67

Revenue Recognition Date |11.f18f2024

Commercial Lines Service Fee |SO.DD

T[] e oo roierve | 5 | o [ | b P e | werw o
4710003 11-05-24  |NW MOVS-PR [11-05-24( 11-05-25 | 1,000.00)  2,000.00/5M(11-05-24 agencyuser
4710146| 11-18-24 |RT MOVS-PR |11-05-24( 11-05-25 | 1,000.00,  2,000.00) PSLAUser N/A]
4710145] 11-18-24 |CO |POLICYABCD|11-05-24| 11-05-25 | 1,000.00{  2,000.00) [Jane. Doe@agencyname.co
4710150] 11-18-24 |CO |POLICYABCD|11-05-24| 11-05-25 | 1,000.00(  2,000.00| PSLAUser MN/A]
4710151]1 11-18-24 [EN |POLICYABCD|11-05-24[ 11-05-25 [1,111.11 2,222.22|RS Jane.Doe@agencyname.corhl /Al
|E| | Create Endorsement |
Click on the ACr eat ecrdate dneendsreemennt 0© butt on

1/26/2026

PSLA Procedures and Electronic Filing User Manual

button. The Policy History information is displayed to confirm the

to

Page 38




Endorsement Sign Out

Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 11/18/2024 2:55 PM Help

Enter Endorsement Changes

Endorsement No [(1) |
Multistate Risk (3)es O No

Customer ID & Name (0753 - PSLA ThirdGen Test AGENCY|

Policy Humber @ICYAECD |

Policy Effective Date (552024 |

Effective Date of Changg@
Revenue Recognition Date@
Insured Name@)—iN SMITH

Binder Number(S)

Policy Expiration Date@)SQUZS

Location of Risk — City State Zip
Philadeiphia (5) | e [191a0 (B) |

Type of Coverage
BOPISMP - PROPICAS (5)

|[ | Tax Exempt (if checked)
BOP/SMP - PROPICAS v| Change in Stamping Fee

Upload Image of endorsement or supporting documentation

| Choose File | No file chosen

ELIGIBLE INSURERS | ‘Add Another Insurer || Remove Last Insurer |
Eligible Insurer Mumber 22416 - LLOYD'S, LONDOM (UMDERWRITERS AT)

PA Premium Policy Premium Tax
cument  s[_(6) rama S EOFY sC_(©® s
Change [ (D | . @O | (@ _ow|
New [ (&) tmn] s (® 2222 (g se7]
H Total fi
e e s (9) s (9 2222 (@ e

Comment
Optional

[ (@2 validate Endorsement |

12) Exit The Endorsement

EFS v4.24.05.2301 = Click here for the User Manual » Have Questions? Contact efshelp@pasla.org

# Submit Endorsement

Endorsement Number : an optional alphanumeric field to help track endorsements.

2 Effective Date of Change : a mandatory field that identifies the date when the
Endorsement becomes effective.

3 Multi -state Risk : identifies if the policy covers risks in the Commonwealth of
Pennsylvania plus one or more other state or territory.

T IfMultrst ate Risk was fiNoo, it may be ch
location outside of the Commonwealth of Pennsylvania was added to the policy.
Please review the Change in Policy Premium to ensure it is correct.

T IfMultrst ate Risk is already AYeso, it ¢
Endorsement because the change may impact the original tax calculation. The
ARevise Filingdo function may be used

1 If the original filing was entered prior to 6/25/2011 (EFS Version 3.0), the Multi-
state Risk field is blank. It cannot be selected on an Endorsement because the
selection may i mpact the original tax
may be used to set the value.

4 Revenue Recognition Date: enter the date the endorsement premium will be
recognized from a tax reporting perspective.
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Submit Endorsement

The policybés current i nf othemmadybechangedas part oft
the Endorsement.

1 Note: if the policy covers multiple locations, the Location of Risk should reflect
the address of the location with the most exposure that is in Pennsylvania.

Current:the p ol i c yPa Prentumr RoleyPremium, and Tax are displayed as
read-only fields.

Change: enter a positive number to increase the PA Premium or Policy Premium and
enter a negative number to decrease it. Use the fifikey to indicate a negative number
(i.e. -5 will reduce the current value by 5).

The change in tax is automatically calculated based on the Policy Effective Date and the
change in premium (PA Premium if the Policy Effective date is before 7/1/2011 or Policy
Premium if the Policy Effective Date is after 6/30/2011).

New: the Current Value plus the Change for each Eligible Insurer

New Total : the Current Value plus the Change for all Eligible Insurers.

10

Comment: this is an optional text field for comments. Comments entered on the
Endorsement page will also be displayed on the Cancel and After Cancel Adjustment
pages.

11

Validate : EFS will first validate the changes and then ask you to reconfirm submittal
before it saves the data to EFS.

12

Exit the Endorsement:  exit without saving the Endorsement.

e

Endor sement that was previously submitted

filing, select the filing, and click on AView

Current Policy Information

PSLA ID [ 2504608 Filing Type [1609-SLL/1609-PR

Customer ID & Name [0753 - PSLA ThirdGen Test Insured Name [JOHN SMITH

Policy Number|F‘OLICYABCD Binder Humber |

Policy. Effective Date [ 11/05/2024 Policy Expiration Date [11/05/2025

Type of Coverage | BOP/SMP - PROPICAS Stamping Fee |$20.00

PA Premium | 51,000.00 Multi-state Risk |‘|‘es

Policy Premium [52,000.00 Tax [360.00

Correctly Received Date | 11/05/2024 Revenue Recognition Date | 11/18/2024

| |
] |
| |
| |
Location of Risk - City||’-‘hiladelphia | Location of Risk - State & Zip |PA 19140 |
| |
| |
| |
| |
| |

Personal Lines Service Fee | 51.00 Commercial Lines Service Fee |$0 00

[‘csv || Excel |[ POF |

T 2] B o] o] e | 2 (o] 0 pd e | wew
4710003 11-05-24 |NW | NOV5-PR |11-05-24|11-05-25(1,000.000 2,000.00)5M|11-05-24  |agencyuser
4710146 11-18-24 |RT MNOV5-PR | 11-05-24| 11-05-25 [ 1,000.00(  2,000.00| PSLAUser N/A]
4710149 11-18-24 |CO  |POLICYABCD|11-05-24 11-05-25 | 1,000.00 2,000.00| Jane.Doe@agencyname.cor
4710150 11-18-24 (CO [POLICYABCD|11-05-24|11-05-25|1,000.000  2,000.00( PSLAUser M/A
47101511 11-18-24 [EN [POLICYABCD|11-05-24| 11-05-25|1,111.11 2,222.22|RS Jane.Doe@agencyname.contd/A|

The Trans ID for an Endorsement has a hyperlink. Clicking the hyperlink (in this example it is
Trans ID 2150179) will call up a read-only display of the Endorsement that was submitted.
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Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 11/18/2024 2:55 PM Help

Endorsement Ho |1

Endorsement Information for Transaction #4710151

Multistate Risk = Yes Mo

Customer ID & Name 0753

Policy Number |PoLICYABCD

- PSLA ThirdGen Test AGENC

Policy Effective Date |11/05/2024

Location of Risk — City

Philadelphia

Type of Coverage

BOP/SMP - PROPICAS

Upload Image of endorsement or supporting documentation

Mo file chosen

ELIGIBLE INSURERS

Eligible Insurer Number Eligible Insurer 22416 - LLOYD'S, LONDO! |

Effective Date of Change |11!1&'2024

Revenue Recognition Date |11J1&'2024

Insured Name |JOHM SMITH

Binder Number

Policy Expiration Date |11305.'2025

State
PA

Tax Exempt (if checked)
Chan

ge in Stamping Fee

PA Premium Policy Premium Tax
Coment [ rowon S 2o T
Charge i =2 T
Mew S wn o L wer
New Total from
Elighe lswrers | 1] s a2 [ e
Comment
Optional i

6.3 Submit Audit

The Audit function allows an Agency to modify a filing based on the results of an internal or external
audit. The following fields may be modified.

1 Reference Number

1 *Effective Date of Change (defaults to the Policy Effective Date)
1 *Revenue Recognition Date

T PA Premium

1 Policy Premium (if multistate = yes)

1T Comment

required

The fields prefaced with an A*0 are

From the Home Page click on the Search or View a Filing link to find the filing. Select the filing and
click the Audit button. The Policy History information is displayed to confirm the correct filing is
selected.
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@ Review of Policy History Before Creating Audit sign out

Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 6/7/2023 10:51 AM Help

Current Policy Information

PSLA ID 2608945 Filing Type [1609-8

Customer ID & Name |0753 - PSLA ThirdGen Test,
Policy Number |F‘OLICY WXYZ

Insured Name |EX.AMPLE POLICY

Binder Numberl

Policy Effective Date |01101.’2025 Policy Expiration Date |01f0112026

J
J
|
1
Location of Risk - City [EXTON ] Location of Risk - State & Zip [PA 19341
\
|
J
|
J

Type of Coverage [BOP/ISMP Stamping Fee [$45.00

PA Premium [$1,000.00 Multi-state Risk [No

Policy_ Premium [$1,000.00 Tax [$30.00

Correctly Received Date I(l1102,'2{)26 Revenue Recognition Date |0110112025

Personal Lines Service Fee |$0.00 Commercial Lines Service Fee I$100.00

CSV || Excel || PDF
Trans | EN Entry Eff. Exp. PA Policy Sent to
D No Date | Gl Date Date Prem. Prem. & Acct. e D
4932813 01-02-26 [NW [POLICY WXYZ|01-01-25|01-01-26| 1,000.00|  1,000.00|RS Jane.Doe@agencyname.corfN/A
Exit Create Audit
Cli ck OreatetAldéo ibutton to create an audit

@ Audit Sign Ou

Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 6/7/2023 10:51 AM  Help

Enter Audit Changes
Reference No. K]__) } Effective Date of Change |01f0112025 (2) |
Multistate Risk - Yes NO@ Revenue Recognition Date | (3) |

Customer ID & Name [0753 - PSLA ThirdGen Test AGENC

Policy Number |POLICY WXYZ @ Binder Number

Insured Name |EXAMPLE POLICY

EE®

Policy Effective Date [01/01/2025 Policy Expiration Date [01/01/2026 4 ]

ELIGIBLE INSURERS
Eligible Insurer Number 10512 - ADMIRAL INSURANCE COMPANY
PA Premium Policy Premium Tax

Current S 1,000.00 S 1,000.00 $ 30.00
cage () I O) I
New S 1,000.00 S 1,000.00 $ 30.00
il Ipurers
Eligible Insurers S 1,000.00 S| 1,000.00 S
Comment
Optional | @ A

@) Validate Audit | [ (8) Exit the Audit |

EFS v4.24.05.2301 « Click here for the User Manual « Have Questions? Contact efshelp@pasla.org

# Submit Audit

Reference No .: an optional alphanumeric field to help track audits..

2 Effective Date of Change : a mandatory field that identifies the date when the
Endorsement becomes effective (defaults to the Policy Effective Date).
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Submit Audit

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

The following fields are displayed but are read-only.
1 Multi-state Risk

Customer ID and Name

Insured Name

Policy Number

Binder Number

Policy Effective Date

1 Policy Expiration Date

=A =4 =4 A =

Change : enter a positive number to increase the PA Premium and Policy Premium (if

indicate a negative number (i.e. -5 will reduce the current value by 5).

The change in tax is automatically calculated based on the Policy Effective Date and the
change in premium (PA Premium if the Policy Effective date is before 7/1/2011 or Policy
Premium if the Policy Effective Date is after 6/30/2011).

this is a multi-stateriskland ent er a negati ve numhkierk etyg

Comment: this is an optional text field for comments. Comments entered on the
Endorsement page will also be displayed on the Cancel and After Cancel Adjustment
pages.

Validate Audit : EFS will first validate the changes and then ask you to reconfirm
submittal before it saves the data to EFS.

Exit the Audit : exit without saving the audit.

Audi t t hat was previously submitted may
ing, sel ect tHistorydi.l i ng, and click on f

Current Policy Information

PSLA ID 2608945
Customer ID & Name [0?53 - PSLA ThirdGen Test,

Filing Type [1609-B
Insured Name IEXAMPLE POLICY

Policy Number [POLICY WXYZ Binder Number |

Policy Effective Date [01ﬂ0112025 Policy Expiration Date |01f01,'2026

Location of Risk - City [EXTON Location of Risk - State & Zip [PA 19341

PA Premium [$1,100.00 Multi-state Risk [No

Policy Premium [$1,100.00 Tax [$33.00

Correctly Received Date [01/021’2025 Revenue Recognition Date |(]1f01.’2026

|
l
|
|
|
Type of Coverage [BOP/SMP | Stamping Fee [$45.00
I
l
|
l

Personal Lines Service Fee [$0.DO Commercial Lines Service Fee [$IDO‘00

csv || Excet || poF |

Trans | EN Entry . Eff. Exp. PA Policy Sent to
1D No Date | e Date Date Prem. Prem. = Acct. Terlle R
4932813 01-02-26 |NW |POLICY WXYZ(01-01-25|01-01-26 [ 1,000.00,  1,000.00|RS Jane.Doe@agencyname.corfN/A|
4932814/Aud...|01-02-26 [AU |POLICY WXYZ[01-01-25|01-01-261,100.00] 1,100.00|RS Jane.Doe@agencyname.corN/A|

be

The Trans ID for an Audit has a hyperlink. Clicking the hyperlink (in this example it is Trans ID
4932814) will call up a read-only display of the Audit that was submitted.
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Home Signed in as Jane Doe [

e.Doe@agencyname.com] on SysTest3. Last successful login was 6/7/2023 10:51 AM

Audit Information for Transaction #4932814

Reference No. |Audit 1 Effective Date of Change |01,'01I2025 ]

Multistate Risk = Yes = No Revenue Recognition Date |01-'01f2026 ]

Customer ID & Name (0753 - PSLAThirdGen Test AGEN Insured Name | EXAMPLE POLICY

Policy Number |POLICY WXYZ Binder Number

Policy Effective Date 01/01/2025 |
ELIGIBLE INSURERS

Policy Expiration Date [01/01/2026 ]

Eligible Insurer Number |10512 Eligible Insurer [ 10512 - ADMIRAL INSURA ]

PA Premium Policy Premium Tax
curent S tooo s tosoe sL____wo
Chamge S 1o s wom) L o
new S vwoo s im0 s ww)
New Total from
Eligble nsurers S 110000] [ 110000] [ =0
Comment
Optional VA
6.4 Cancel Policy
The Cancel Policy function allows an Agency t
policy number of a cancelled policy cannot be reused and endorsements cannot be submitted
against a cancelled policy. Use the Search Display to find the policy to be cancelled. After
selecting the filing to be cancelled and clicking the Cancel button, the Current Policy Information is
displayed.
Cancel Policy Sign out
m [agencyuser] on SysTest3. Last successful login was 11/19/2024 10:32 AM
Current Policy Information
PSLA ID [2504508 | Filing Type [1609-SLL/1603-PR
Customer ID & Name [0753 - PSLA ThirdGen Test Insured Name [JOHN SMITH
Policy Number Binder Number
Policy Effective Date [11/05/2024 | Policy Expiration Date [11/05/2025
Location of Risk - City [Philadelphia | Location of Risk - state & Zip [PA 19140
Type of Coverage |[BOP/SMP - PROP/CAS Stamping Fee |$20.00
PA Premium |$1,000.00 Multi-state Risk |Yes |
Policy Premium |$2,000.00 Tax |$60.00
Correctly Received Date |11/05/2024 Revenue Recognition Date |11/18/2024
Personal Lines Service Fee [51.00 | Commercial Lines Service Fee |$0.00
Csv || Excel || PDF
Trans | EN Entry i Eff. Exp. PA Policy Sent to
ID No Date Type| Policy No Date Date Prem. Prem. & Acct. UED LeE
4710003 11-05-24 |NW | NOVS5-PR [11-05-24|11-05-25 | 1,000.00|  2,000.00|SN|11-05-24  |agencyuser
4710146 11-18-24 |RT | NOV5-PR |11-05-24]11-05-25 | 1,000.00]  2,000.00) PSLAUser N/A
4710149 11-18-24 |CO |POLICYABCD|11-05-24| 11-05-25 | 1,000.00| 2,000.00| Jane.Doe@agencyname.cor
4710150 11-18-24 |CO |POLICYABCD|11-05-24] 11-05-25 | 1,000.00]  2,000.00] PSLAUser N/A
4710151]1  |11-18-24 |EN |POLICYABCD|11-05-2411-05-25 | 1,111.11|  2,222.22(RS| Jane.Doe@agencyname. corfi/ A
4710152]1  [11-18-24 |EN |POLICYABCD|11-05-24] 11-05-25 [ 1,000.00]  2,000.00]RS] Jane.Doe@agencyname.corfN/ A
Exit Create Cancel
After clicking the #fACr eaPoleyp&yaisdisplayéd. butt on, t he
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Cancel Policy

Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 11/19/2024 10:23 AM Help

Current Policy Information

Customer ID & Name 0753 - PSLA ThirdGen Test AGENCY

Reference No. (:)
Revenue Recognition Date (:5 |

ELIGIBLE INSURERS
Eligible Insurer Number 22416 - LLOYD'S, LONDON (UNDERWRITERS AT)

Cancellation Date C)

PA Premium

Policy Premium

Current S S 2,000.00 S| 60.00

Return S s (;) S§ ;5 0.00

New S| 1,000.00 5 2,000.00 S| 60.00

Hewluatiron F e s 10w s 200000 L o)
Insurers

Comment
Optional

Exit

I alidate Cancel Policy I

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

2 Cancellation 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).

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

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 Returned Policy Premium : the amount of Policy Premium returned. If this is a single
state policy than the Returned PA Premium will automatically be displayed in the
Returned Policy Premium field. If this is a multi-state policy enter a positive number for
the Returned Policy Premium. The amount of Returned Policy Premium must be less
than the Current Policy Premium.

6 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).

7 Comment: an optional text field for comments. Comments entered on the Endorsement
page will initially be displayed on the Cancel page. The comment may be deleted, left
as-is, modified, or appended.

8 Validate Cancel Policy: click the button to validate the entries.

The Cancel Policy page can be viewed at a | ater
select the filing, c¢click on fAView Historyo, and
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Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 11/19/2024 10:23 AM Help

Customer ID & Name 0753

Reference No. |Cance| ]

Revenue Recognition Date |11,'20;‘2024 |
ELIGIBLE INSURERS
Eligible Insurer Number |22416

Cancel Information

- PSLA ThirdGen Test AGENCY

Cancellation Date ll1,'2lli2024

| Eligible Insurer [LLOYD'S, LONDON (UNDE|

Policy Premium

$ 2,000.00|
9 200.00|
$ 1,800.00
§ 1,800.00

Tax

S 60.00
sL_____oo

PA Premium
Current S 1,000.00
gm0
New $ 900.00
New Total from Eligible
- H 900.00
Insurers

Comment
Optional

This is an optional comment field.

‘ Close Window |

6.5 After Cancel Adjustment

The After Cancel Adjustment function should be used when a change needs to be made to a filing
that has already been cancelled. It is very similar to an Endorsement except for the following:

1 The After Cancel Adjustment function is only enabled on a cancelled filing. It will not work on
non-cancelled filings.

1 On the Search Filing page, the filing status remains cancelled after the adjustment is

submitted andthe2-c har acter i ndicator on the Search Fil ng
T On the Policy History page the two character albbr
T The title of the page is AAfter Cancel Adjustmeéent

From the Home Page click on the Search or View a Filing link to find a cancelled filing.
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Search for

9

Affidavit/Endorsement

Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 11/19/2024 10:23 AM Help

Enter Search Information

Customer ID | 0753

- Entry Date Range [11/01/2024 | to [11/05/2024

Policy No | : Eff. Date Range [ ] to [ l
Binder No. I J Exp. Date Range [ ] to [ ]
Cust Ref. No. | | SLIndiv. Lic. No. | Select the Individual Licensee |
Insured Name | ] Producer Lic. No. | |
Tax Status | Select a Tax Status v] Type of Coverage [ Select the Type of Coverage VI
l Insured'’s Operation [Select the Insured's Operation vl

PSLA ID |

Multi-state Risk () Multi-state Risk

Unable to Obtain PR [ Filings with Missing PR Fee

Resident State | Select a Resident State VI Filing Status [Select a Filing Status VI
Late Filings [ Filings with Late Fees Filing Type | Select a Filing Type |
Omissions [J Filings with Omissions Rev. Rec. Date Range [ ] to [ ]
Search For Policy New Search
-
csv | xusx [ por |
Show entries Search:
Policy No. PSLAID |FS| Entry Date Insured Name Eff. Date Exp. Date PA Premium
O |TEST-NOVA4-EN 2504607 | CN |11-04-24 ITEST EXPORT FILE EN 11-04-24 11-04-25 200.22]
O |poLicyaBcp 2504608 | CN [11-05-24 [JOHN SMITH 11-05-24 11-05-25 900.00|
O |poLicyxyz 2504609 | EN (11-05-24 JOHN SMITH 11-05-24 11-05-25 1,111.11
Showing 1 to 3 of 3 entries Previous 1 Next
I Revise Filing ] [ History | [ After CN J I Submit Endorsement ] [ Submit Original Filing ]
Inactivate Cancel Reinstate Renew View Renewa|| Delete DR Create PR Export Result!

Select a cancelled filing and click the After CN button. The Policy History information is displayed
to confirm the correct filing is selected.
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Review of Policy History Before Entering After Cancel

Adjustment

Sign Out

Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 11/19/2024 10:23 AM Help

Current Policy Information

Customer ID & Name |0753 - PSLA ThirdGen Test/

PSLA ID |2504608

Policy Number [POLICYABCD
Policy Effective Date [11/05/2024

Location of Risk - City [Philadelphia

Type of Coverage |BOF'.'5MF' - PROP/CAS

PA Premium ($900.00

Policy Premium [$1,800.00
Correctly Received Date |11:‘0512024

Personal Lines Service Fee |$1.00

]
J
]
|
|
J
J
]
J
J

Fili

Insured Name [JOHN SMITH

ng Type | 1609-SLL/1609-PR

Binder Number|

Policy Expiration Date [11/05/2025

Location of Risk - State & Zip [PA 19140

Stamping Fee |$2(l.0(l

Multi-state Risk |Yee.

Tax [$54.00

Revenue Recognition Date|11118:‘2024

Commercial Lines Service Fee|$ﬂ,00

cel
Trans | EN

Entry Eff. Exp. PA Policy Sent to

D | No| Date |YP¢[ PHYNo | pote | Date | Prem. | prem. [ Acct. D P
4710003 11-05-24 [NW | NOV5-PR [11-05-24| 11-05-25|1,000.00| 2,000.00|5N|11-05-24 agencyuser
4710146 11-18-24 [RT NOV5-PR (11-05-24| 11-05-25 | 1,000.00{  2,000.00! PSLAUser N/A
4710149 11-18-24 [CO |POLICYABCD|11-05-24| 11-05-25| 1,000.00|  2,000.00] Jane.Doe@agencyname.col
4710150 11-18-24 [CO |POLICYABCD|11-05-24| 11-05-25| 1,000.00| 2,000.00 PSLAUser N/A
4710151|1 11-18-24 |[EN |POLICYABCD|11-05-24| 11-05-25|1,111.11|  2,222.22|RS Jane.Doe@agencyname.comi/A|
4710152]1 11-18-24 [EN |POLICYABCD|11-05-24| 11-05-25 | 1,000.00,  2,000.00|RS Jane.Doe@agencyname.cori/A
4710156/Can...[11-20-24 |CN |POLICYABCD|11-05-24| 11-05-25| 900.00| 1,800.00|RS) Jane.Doe@agencyname.coﬁN.’A

Exit Create Adjustment

Oreate tAdjustment 0

button t

create an
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@ After Cancel Adjustment sign Out

Home Signed in as Jane Doe [Jane.Doe®@agencyname.com] on SysTest3. Last successful login was 11/19/2024 10:23 AM Help

Enter After Cancel Adjustment Changes

Endorsement No@ ‘ Effective Date of Changg@
Multistate Risk@YESO No Revenue Recognition Date@
Customer ID & Name [0753 - PSLA ThirdGen Test AGENC| Insured Name(5)HN SMITH
Policy. Number@LlCYABCD ‘ Binder Number@
Policy Effective Date(5)05/2024 | Policy Expiration Date(5)05/2025
Location of Risk — City State Zip
Philadelphia ® pa (19140 (5)

Type of Coverage
BOP/SMP - PROPICAS  (5)
BOP/SMP - PROP/CAS v | Change in Stamping Fee 0.00

‘®Tax Exempt (if checked)

Upload Image of endorsement or supporting documentation
Choose File | No file chosen

ELIGIBLE INSURERS [ Add Another Insurer | _' Remove Last Insurer ]
Eligible Insurer Number 22416 - LLOYD'S, LONDON (UNDERWRITERS AT)
PA Premium Policy Premium Tax
Curent s () 90000 s (® 180000 @ =0
Change S,T} S{_<D— Slw
New @ woo [ ® roooo { ® =
figbemures S (© %000 s[ (@ 180000 L @ s
Comment [This is an optional comment field.
Optional Y
i Validate Adjustmen@ [ Exit The Adjustment@

# After Cancel Adjustment
Endorsement Number : an optional alphanumeric field to help track endorsements.
2 Effective Date of Change : a mandatory field that identifies the date when the
Adjustment becomes effective.
i Tip! The Effective Date of Change must be between the Policy Effective Date
and the Policy Expiration Date.
3 Multi -state Risk : identifies if the policy covers risks in the Commonwealth of
Pennsylvania plus one or more other state or territory.
T KMult-cst ate Ri sk was @ANoo, it may be ch
location outside of the Commonwealth of Pennsylvania was added to the policy.
Please review the Change in Policy Premium to ensure it is correct.
T IfMultrst ate Risk is already fAYeso, it c
Adjustment because the change may impact the original tax calculation. The
ARevise Filingo function may be used
1 If the original filing was entered prior to 6/25/2011 (EFS Version 3.0), the Multi-
state Risk field is blank. It cannot be selected on an Adjustment because the
selection may i mpact the original tax
may be used to set the value.
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After Cancel Adjustment

Revenue Recognition Date: enter the date the additional or return premium will be
recognized from a surplus lines premium tax reporting perspective. The premium should
be reported on a 1620 Monthly Report and the Revenue Recognition Date should be
within that same month.

5 The policybés current information is init
the Adjustment.

1 Note: if the policy covers multiple locations, the Location of Risk should reflect
the address of the location with the most exposure that is in Pennsylvania.

6 Current: t he policyb6s current PA Premium, Paq
read-only fields.

7 Change: enter a positive number for Additional Premium and a negative number for
Returned Premi-funmkey Utse itrhcki diat e & withredgie the \
current value by 5).

The change in tax is automatically calculated based on the Policy Effective Date and the
change in premium (PA Premium if the Policy Effective date is before 7/1/2011 or Policy
Premium if the Policy Effective Date is after 6/30/2011).

8 New: the Current Value plus the Change for each Eligible Insurer
9 New Total : the Current Value plus the Change for all Eligible Insurers.
10 Comment: this is an optional text field for comments. Comments entered on the

Endorsement or Cancel pages will initially be displayed on the After Cancel Adjustment
page. The comment may be deleted, left as-is, modified, or appended.

11 Validate : EFS will first validate the changes and then ask you to reconfirm submittal
before it saves the data to EFS.
12 Exit Adjustment : exit without saving the Adjustment.
An After Cancel Adj ust ment t hat was previously

function to find the filing.
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Search for Affidavit/Endorsement

Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 11/19/2024 10:23 AM Help

Enter Search Information

Customer ID

0753

~

Policy No

Binder No.

Cust Ref. No.

Insured Name

Tax Status

Select a Tax Status

~

PSLA ID

Multi-state Risk () Multi-state Risk

l
|
J
l
l
l
J

Resident State

Entry Date Range [11/01/2024

Exp. Date Range [

| to [11/05/2024 |

Eff. Date Range [

to I

| to | |

SL Indiv. Lic. No. [Selecl the Individual Licensee vl

Producer Lic. No. [

Type of Coverage [ Select the Type of Coverage

Insured's Operation

|

v

[Select the Insured's Operation v]

Unable to Obtain PR [ Filings with Missing PR Fee

Select a Resident State VI Filing Status [ Select a Filing Status VI
Late Filings (] Filings with Late Fees Eiling Type | Selecta Filing Type |
Omissions (J Filings with Omissions Rev. Rec. Date Range | | to | |
I Search For Policy ] [ New Search
CSV | XLSX | PDF
s Search:
Policy No. PSLAID |FS| Entry Date Insured Name Eff. Date Exp. Date PA Premium
O |TEST-NOV4-EN 2504607 | CN |11-04-24 ITEST EXPORT FILE EN 11-04-24 11-04-25 200.22]
O |poLICYABCD 2504608 | CN |11-05-24 [JOHN SMITH 11-05-24 11-05-25 900.00
O |poLicyxyz 2504609 | EN (11-05-24 JOHN SMITH 11-05-24 11-05-25 1,111.11

Showing 1 to 3 of 3 entries

Previous 1 Next

[ Revise Filing

|| History || afteren ||

Submit Endorsement ] [

Submit Original Filing ]

] Inactivate Cancel Reinstate Renew View Renewa|| Delete DR Create PR Export Result!
e

filing status remains fACancell edo aft
c| Hstery & hteutfit on to di splay the Policy
Current Policy Information
PSLA ID [2504608 | Filing Type [1609-5LL/1608-PR
Customer ID & Name [0753 - PSLA ThirdGen Test | Insured Name [JOHN SMITH
Policy Number [POLICYABCD | Binder Number |
Policy Effective Date [11/05/2024 | Policy Expiration Date [11/05/2025
Location of Risk - City [Philadelphia | Location of Risk - State & Zip [PA 19140
Type of Coverage [BOP/SMP - PROPICAS | Stamping Fee $20.00
PA Premium [$999.99 ] Multi-state Risk [Yes
Policy Premium [$1.999.99 | Tax [$60.00
Correctly Received Date|11105a‘2024 ] Revenue Recognition Date [11.’20,‘2024
Personal Lines Service Fee |$1.00 ] Commercial Lines Service Fee [$0.00
m Excel [ﬁ
"5 | No | ate [Pl PoliovMo | fate | ate | rem. | brem. S ‘acct.. Uerd poc
4710003 11-05-24 [NW | NOV5-PR |11-05-24|11-05-25|1,000.00 2,000.00[SN[11-05-24  |agencyuser
4710146 11-18-24 |RT | NOV5-PR |11-05-24|11-05-25[1,000.00] 2,000.00 PSLAUser N/A
4710149 11-18-24 [CO |POLICYABCD|11-05-24|11-05-25 [ 1,000.00|  2,000.00 Jane.Dce@agencyname.cor
4710150 11-18-24 |[CO [POLICYABCD|11-05-24] 11-05-25 | 1,000.00]  2,000.00 PSLAUser N/A
4710151(1  [11-18-24 |EN |POLICYABCD|11-05-24[11-05-25[1,111.11|  2,222.22[RS Jane.Doe@agencyname. corii/ A
4710152(1 [11-18-24 |EN |POLICYABCD|11-05-24[ 11-05-25 [ 1,000.00|  2,000.00[RS Jane.D: yname.cor/A
4710156|Can...[11-20-24 |[CN |POLICYABCD[11-05-24[ 11-05-25| 900.00[  1,800.00[RS Jane.Doe@agencyname. cofi/A
4710157 11-20-24 |AC [POLICYABCD[11-05-24[11-05-25] 999.99] 1,999.99[Rs Jane.D cyname. corfN/A
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The Trans ID for an After Cancel Adjustment (Type = AC) has a hyperlink. Clicking the hyperlink

will call up a read-only display of the After Cancel Adjustment that was submitted.

Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 11/20/2024 10:23 AM Help

Adjustment Information for Transaction #4710157

Endorsement No Effective Date of Change I11120f2024 }

Multistate Risk ~ Yes ' No Revenue Recognition Date (11/20/2024 |

Customer ID & Name 0753 - PSLA ThirdGen Test AGEN! Insured Name JOHN SMITH
Policy Number POLICYABCD
Policy Effective Date | 11/05/2024

Location of Risk — City State Zip
Philadelphia PA 19140

Binder Number

Policy Expiration Date [11/05/2025 |

Type of Coverage Tax Exempt (if checked)

BOP/SMP - PROP/CAS

Change in Stamping Fee 0.00

Upload Image of endorsement or supporting documentation
No file chosen

ELIGIBLE INSURERS

Eligible Insurer Number |22416 Eligible Insurer|22416 - LLOYD'S, LONDO!|

PA Premium Policy Premium Tax
curent oo o S ww
Change S 99.99 S 199.99 S| 6.00
new s T S ww
New Total from
fewpatfon [ ome [ remes T
Eligible Insurers
Comment This is an optional comment field.
Optional Y

6.6 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.
1 Note: a submitted filing cannot be deleted. It can only be inactivated.
1 Note: the PA Premium, Policy Premium, and Tax will be set to $0 and the information will be
included on the PSLA monthly Statement of Account.
1 Warning: the stamping fee is non -refundable and is not returned if a policy is
inactivated.
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@ Inactivate Policy Sign out

Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 11/20/2024 10:23 AM Help

Current Policy Information

PSLA ID [2504609(1) | Filing Type [1609-8

J

Customer ID & Name [0753 - PSLA ThirdGen Test.| Insured Name [JOHN SMITH ]
Policy Number [POLICYXYZ | Binder Number | |

Policy Effective Date [11/05/2024 | Policy Expiration Date [11/05/2025 |
Location of Risk - City [PHILADELPHIA | Location of Risk - State & Zip [PA 19136 ]
Type of Coverage IBoi\er And Machinery - PROF'I Stamping Fee [$20.BD ‘

PA Premium [$1,111.11 | Multi-state Risk Yes ]

Policy Premium [§2,222.22 | Tax [566.67 |
Correctly Received Date |11105!2024 I Revenue Recognition Date [11[18,'2024 J
l ]

Personal Lines Service Fee |$D.DO

[ csv | Excel || poF |

Trans | EN Entry . Eff. Exp. PA Policy Sent to
D No el s [ ] e Date | Prem. prem. [ Acct. etz b Doc

Commercial Lines Service Fee [$11I.UD

14710006 11-05-24 |NW NOV5-B |11-05-24( 11-05-25 | 1,000.00 2,000.00|5N|11-05-24 [agencyuser N/A
14710147 11-18-24 |CO |POLICYXYZ|11-05-24| 11-05-25 | 1,000.00| 2,000.00 [Jane.Doe@agencyname.coniN/A
14710148|1 11-18-24 |EN |POLICYXYZ|11-05-24| 11-05-25 | 1,111.11 2,222.22|RS [Jane.Doe@agencyname.cori/A|

Reference No. (;) Policy Effective Date (;)
Revenue Recognition Date |11/18/2024 (:)

@Don't Inactivate Policy l @Validate Inactivate Policy ]

# Inactivate Policy
1 These fieldsareread-onl y and are the selected polig
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 Dondét | nact:iexiahe pagePnathout mactivating the policy.
6 Validate Inactivate Policy : check data prior to inactivating the policy.
The I nactivate page can be viewed at a | ater dat
select the filing, click on AView Historyo, and

Inactive Information

Reference No. Policy Effective Date |11/05/2024
Revenue Recognition Date |11/05/2024

Close Window

6.7 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

fiReinstated?o and from Al nactivatedo t o iRei nstat

endorsements may be submitted. Use the Search
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Al nacti vantde dtohet opofl i cy to be reinstated and t hen
Current Policy Information.

1 Note: submit an Endorsement after the filing is reinstated if any additional information is
changed with the reinstatement.

@ Reinstate Policy Sign Out

PSLA ID [2504609 ] Filing Type 16098 |

Customer ID & Name |0753 - PSLA ThirdGen Test s Insured Name |JOHN SMITH l
Policy Number [POLICYXYZ Binder Number | |

Policy Effective Date [11/05/2024 Policy. Expiration Date [11/05/2025 |
Location of Risk - City |PHILADELPHIA | Location of Risk - State & Zip |F'A 19136 I
Type of Coverage |Boi|er And Machinery - PROP Stamping Fee |$20.00 I

PA Premium [$0.00 Multi-state Risk [Yes |

Policy Premium [50.00 . Tax [$0.00 |

Correctly Received Date [11/05/2024 ] Revenue Recognition Date [11/18/2024 |
Personal Lines Service Fee |$0.UU Commercial Lines Service Fee I$111.00 I

cel
Trans | EN Entry

ID | No | Date [TYPE|PolicyNo [faTe g:::- Pr:n. ::Ercny & sﬁ:ﬁf’ e PES
4710006 11-05-24 |NW NOV5-B |11-05-24| 11-05-25 | 1,000.00 2,000.00{SN|11-05-24 agencyuser N/A
4710147 11-18-24 |CO |POLICYXYZ|11-05-24| 11-05-25 | 1,000.00,  2,000.00) Jane.Doe@agencyname.corfN/A|
4710148|1 11-18-24 |EN |POLICYXYZ|11-05-24| 11-05-25 | 1,111.11 2,222.22|RS Jane.Doe@agencyname.cori/A|
4710158 11-20-24 |IN  |POLICYXYZ|11-05-24| 11-05-25 0.00| 0.00|RS, Jane.Doe@agencyname. corfh/A|

[?x? I Create Reinstatement l

After the fiCreate Reinst at e meHilhgpagb isdisplayed. i s c |

@ Reinstate Filing Sign Out

Home Signed in as Jane Doe [Jane.Doe@agencyname.com] on SysTest3. Last successful login was 11/20/2024 10:23 AM Help

Current Policy Information

Reference No. |® ‘ Reinstatement Date k :)

Revenue Recognition Date r(:j) J
ELIGIBLE INSURERS
Eligible Insurer Number 10512 - ADMIRAL INSURANCE COMPANY
PA Premium Policy Premium Tax

Reinstatement Premium H 111.11 S 5
After Reinstatement S| 1,111.11| S 2,222.22 S 66.67

New Total from Eligible
S 9 1,111.11 s 222220 9 66.67
Insurers
Comment \_Q)

Optional

I Validate Reinstate Policy ] [ Exit ]

Reinstate Policy

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

Reinstatement Date: the effective date of change for the reinstatement.

wWIiN|F | H#

Revenue Recognition Date:  Enter the date the change in premium will be recognized
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from a 1620 reporting perspective. .

Reinstatement PA Premium : the amount of PA Premium reinstated. The default is to
add back the premium that was returned in the Cancel transaction but the default may be
revised. Enter a positive number to add back PA Premium.

Reinstatement Policy Premium : the amount of Policy Premium reinstated. The default
is to add back the premium that was returned in the Cancel transaction. If this is a single
state policy than the Reinstatement PA Premium will automatically be displayed in the
Reinstatement Policy Premium field and the field is read-only. If this is a multi-state
policy than the default may be revised. Enter a positive number to add back Policy
Premium.

Reinstatement Premium Tax: a read-only field that calculates the amount of tax to be
added back based on the Reinstatement Policy Premium

Comment: an optional text field for comments. Comments entered on the Endorsement
page will initially be displayed on the Cancel page. The comment may be deleted, left
as-is, modified, or appended.

Reinstatement page can be viewed at a | ater
ect the filing, click on AView Historyo,

Home Signed in as Jane Doe [Jane.Doe®agencyname.com] on SysTest3. Last successful login was 11/20/2024 10:23 AM Help

Reinstate Information

Customer ID & Name 0753 - PSLA ThirdGen Test AGENCY

Reference No. | | Reinstate Date [11/20/2024

Revenue Recognition Date [1‘\!20!2024 ‘
ELIGIBLE INSURERS
Eligible Insurer Number|10512

| Eligible Insurer [ ADMIRAL INSURANCE CC|

PA Premium Policy Premium Tax

Before Reinstatement $| 0.00| s 0.00 § 0.00|

Reinstatement Premium S| 1,11.11 S 2,222.22 S| 66.67

After Reinstatement § 1,111.11] S 222222 9 66.67|

New Total from Eligible g PRTTRT s 222222 S 66.67

Insurers e ——— L T
Comment

Optional Y

| Close Window

6.8 Search for Transaction

and

The Search for Transaction display searches for individual transactions that match the search
criteria. It is similar to the Search Filing page except the Search Filing page returns complete filings
that match the search criteria.

The results of the Search for Transactions may be used as input for a 1620 Monthly Report or an

RCT-123 Annual Tax Report. Example:

1 Anewfiling is entered in EFS on 5/6/2013 with a Policy Effective Date of 4/1/2013 and a

Revenue Recognition Date of 4/1/2013. The PA Premium is $100.

1 An endorsement is entered later on 5/6/2013 with an Endorsement Effective Date of Change
of 5/1/2013 and a Revenue Recognition Date of 5/1/2013. The change in PA Premium is an

additional $25.

1 Using Search Filing with a Revenue Recognition date range of 4/1/2013 to 4/30/2013 will find

the filing. Clicking on Policy History will show the new transaction was entered on 5/6/2013

and the endorsement was entered on 5/6/2013.

1/26/2026 PSLA Procedures and Electronic Filing User Manual

Page 55

t

d

at
her




Using Search Filing with a Revenue Recognition date range of 5/1/2013 to 5/30/2013 will not
find the filing.

Using Search for Transaction with a Revenue Recognition date range from 4/1/2013 to
4/30/2013 will find the new transaction but not the endorsement. Exporting the results to
Excel will show the $100 premium for the new filing. Assuming all premium related activity is
entered into EFS with the appropriate Revenue Recognition Date, the results may be used as
the data for the April 2013 1620 Monthly Report.

Using Search for Transaction with a Revenue Recognition date range of 5/1/2013 to
5/31/2013 will find the endorsement but not the original new transaction. Exporting the
results to Excel will show the $25 additional premium for the endorsement. Assuming all
premium related activity is entered into EFS with the appropriate Revenue Recognition Date,
the results may be used as the data for the May 2013 1620 Monthly Report.

@ Search For Transactions Sign Out
signed in as Jane Doe [Jane.Doe@agencyname.com] on Web02-GU01 Test System
Enter Search Information
Customer I@?SS - Customer Name |F'SLA EFS 3.0 TEST
pSLA 12 Entry Date Range (7) R to )
Transaction I@ Effective Date Range E:U to E:L'
Login I@ Sent To Acct. Date Range @ E;_'u to E;_'x.l
Filing T)gg@elect a Filing Type - Rev. Rec. Date Range .f[]1_.f2[]13 ED to 05/31/2013 EE
Multistate Ris(8)] Multi-state Risk Unable to Obtain PR (1) Filings with Missing PR Stamping Fee
Omissionz(:j Transactions with Omissions
[ @Search For Transactions l I e'w Search ]
2 Transactions Found
Delta Sent
Enti Cust Ref Eff. Date of Delta
MY MU rans ID| PSLA ID Type = PA AS| to Login ID Doc
Date D Num Change Tax
Prem Acct.

05-03-13 |0753 |215017915800842| EN |1 05-05-13 500.00/ 15.00RS agencyuser N/A
05-06-13 0753 @ 50188/ 1300844 EN |1 05-01-13 25.00 0.75RS Jane.Doe@agencyname.com MN/A
1

[ @) Export Complete Results " Export 1620 Format " (@Export RCT-123 Format

Search for Transactions

all

If a field or search criteria is blank, the search function will ignore the search criteria.
Each search criteria is optional.

1 Note! The search function always restricts its search based on the Customer IDs
assigned to the user.

1 Tip! The time to display search results is dependent on the breadth of the
search. A search that has narrow search criteria (e.g. only a few results) will
display results faster than a broad search.

Customer ID : if a user is assigned a single Customer ID then the Customer ID is
automatically populated. If a user is assigned multiple Customer IDs then a drop-down
list of assigned IDs is provided. If blank, the search function restricts its search based on
the Customer IDs assigned to the user.

PSLA ID: this is the unique identifier in EFS assigned to each filing. It is typically used
to find a filing to submit a Revision or Endorsement.
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Search for Transactions

Transaction ID: this is the unique identifier in EFS assigned to each transaction. Itis
displayed on the Policy History page.

Login ID: The Login ID is a unique identifier for a user within the Electronic Filing
System. Typically a userd6s email address is
any unique text may be used as the Login ID.

Filing Type: the type of filing (1609-SLL/1609-PR, 1609-B, 1610-A, 1610-B, 1604-E, or
1609-X)

Multi -state Risk: find transactions with Multi-state Risks.

Entry Date Range: the date the transaction was entered into EFS

Effective Date Range: the policy effective date range for a new filing and the effective
date of change for an endorsement, cancellations or inactivation.

Sent To Acct. Date Range: t he date the transaction da
accounting system.

10

Revenue Recognition Date Range: the date the premium is recognized from a tax
reporting perspective.

11

Unable to Obtain PR: find transactions with a Missing PR Stamping Fee.

12

Omissions: filings that have the Omissions box checked and the late fee waived.
These filings are made available to the Pennsylvania Insurance Department.

13

Search for Transaction:  click this button to search based on the completed search
criteria.

14

New Search: click this button to clear the search criteria and start a new search.

15

PSLA ID Hyperlink: click the PSLA ID to call up the Policy History page for the filing.

16

Trans ID Hyperlink: click the Trans ID to call up the View Endorsement, View
Cancellation, or View Inactivation page

17

Export Complete Results: export the search results to an Excel file. This contains
many fields for each transaction.

18

Export 1620 Format: export the search results to an Excel file that includes those fields
needed for a 1620 Monthly Report.

1 Note! The Customer Reference Number, Reference Number, and Revenue
Recognition Date columns are provided for the agency's benefit. Those columns
are not required on the 1620 Report.

19

Export RCT -123 Format: export the search results to an Excel file that includes those
fields needed for an RCT-123 Annual Tax Report.

1 Note! The Customer Reference Number and Revenue Recognition Date
columns are provided for the agency's benefit. Those columns are not required
on the RCT-123 Report.
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6.9 Renew Filing

The Renew Filing function allows an agency to create a new filing based on data from a selected
filing. Data on the new filing may be edited before validating and submitting the new filing.

Use the Search Display to find the policy that needs to be renewed and select it.

Click on the Renew button to create a new filing based on data from the selected filing.
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