After the sale is made... Outline expectations with a
Customer Service Agreement

DELIVER THE POLICY:
(
Personal visit (helps overcome buyer's remorse)

(
Discuss additional needs (account rounding)

(
Package the policy to reflect agency image

· Review potential referrals

· Identify others who should be informed (CPA; mortgage banker)

(
Introduce “Service Team” or “Service Center”

· Explain claim-reporting procedures, i.e. review use of Workers’ 

Compensation First Report of Injury or Illness (ACORD 4)

(
Introduce any “online” services you may have available

DETERMINE ADDITIONAL OPPORTUNITIES TO ADD VALUE:
	To Do
	Agency Staff/Producer
	Repeat Date

	Cross sell opportunities
	
	

	Review any programs declined and re-offer, if possible
	
	

	Set Personal Lines Review date
	
	

	Set Benefits Review date
	
	

	Set ________Review date
	
	

	Marketing programs
	
	

	Add clients to mailing lists
	
	

	Emails
	
	

	Newsletters
	
	

	Add to a specific agency marketing program
	
	

	Explain accounting and billing procedures
	
	

	Set next meeting date
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