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Helpful Hints
for completing an E&O Application for a New Independent Insurance

The following hints are intended for the Westport Insurance Corporation application if you are applying for E&O coverage for a 
new independent insurance agency. Please read the instructions carefully as this will help move the application through the 
underwriting process in the most efficient manner.

Resume and Business Plan: We will need a current resume for each active owner and/or manager of the agency as well as a 
business plan. A resume will provide the underwriter with some history of your experience in the insurance industry. A business 
plan is not only an important tool for the E&O underwriting process, but also nearly every successful agency started with a 
clear vision and sound business plan. Besides knowing what you want and how you intend to accomplish it, a business plan is 
essential for solid company relationships especially for a new agency with no track record.

Question

1.	 Applicant’s Legal Entity 

1(a).	 If the agency is a sole proprietorship, indicate the name of the agency and the name of the owner. If the agency is 
formed as anything other than a sole proprietorship, indicate the full, legal name of the agency.

1(d).	L eave blank the question regarding “agent active directory ID no.”

1(e).	 The “Date entity established” will be the date you began or intend to begin operating your agency.

6.	 Premiums and Commissions for “Last 12 Months” & “Next 12 Months”

The figures for the last 12 months will be “$0” for a new agency or a captive agent starting a new independent agency.

It is important that the figures listed for the next 12 months are good estimates for what you believe your agency will 
achieve over the next year. Please remember that the P&C commissions are usually 10% - 15% of the P&C premiums.

Captive Agents: The quote for your 
new independent agency will generally 
include a retroactive date of inception. 
This means you will not have prior acts 
coverage for “wrongful acts” before the 
effective date of your new policy. It is 
important that you contact your expiring 
E&O carrier for explanations of tail 
coverage.
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7.	 Number of Personnel

Do not count an individual twice. If an individual classifies for more than one category, find the one that best fits.

8.	 Type and Percentage of Insurance Placed

This section must be completed. For a new agency, 
use estimated percentages for the next 12 months. 
The total for P&C Commercial lines and Personal Lines 
should be 100% (not 200%).

If you have any figures listed for question 6(c) – total 
gross annual Life and A&H commissions – you must 
complete the type of percentage of insurance placed for 
Life Insurance and A&H Insurance. Again, the total for 
these two categories must be 100%.

Helpful Hints (continued, 2 of 3)
for completing an E&O Application for a New Independent Insurance

Commercial Total + Personal Total = 100%

Life Total + A&H Total = 100%

Tip: An exclusive, non-employee producer is an independent contractor who places business only through your agency  
using the agency’s staff and physical facilities. A nonexclusive, nonemployee producer is an independent contractor who does 
not use agency facilities you and who occasionally places business with your agency as well as other agencies or with his/her 
own companies.
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9.	 Top Five Property & Casualty Insurance Carriers

9(a).	L ist the top five carriers you have either formed contracts with or plan to form contracts with over the next 
12 months. Indicate the number of years represented (“0” is acceptable) and the estimated annual premium 
volume for each carrier.

9(b1).	M ust be completed. Use estimations for the next 12 months. If there will be no placement by your agency 
with carriers rated less than B +, not rated or non-admitted, indicate “Not Applicable”. 

9(b2).	M ust be completed. Will your agency implement a procedure to notify policyholders of carrier’s rating or 
adverse changes?	

10.	 10a: Percentage of Property & Casualty Business Placed. 

For (1) indicate the estimated 
percentage of business you will 
place directly with carriers. For (2) 
indicate the estimated percentage 
of business you will place through 
wholesalers (MGAs, surplus lines 
agents, other agents and brokers). 
Ignore the other options, unless 
you are licensed as an MGA.

l0b.	 Top Five Brokers, MGAs 
or Intermediaries. List the 
top five entities you have either placed business 
with or plan to place business with over the next 12 
months. Also include the estimated annual premium 
volume for each entity listed.	

18.	 Office Procedures for all locations

Each question must be answered “yes” or “no,” indicating whether or not your agency will implement the listed 
procedure listed over the next 12 months.

Helpful Hints (continued, 3 of 3)
for completing an E&O Application for a New Independent Insurance

Tip: The entities listed for Question 
9(a) are carriers you will place 
business with directly – not through 
an MGA, broker or other retail agency 
companies.

Tip: The total of the estimated premiums volume for 
question 9(a) and l0(b) should generally equal the premium 
figure listed in question 6(a). It should never exceed the 
premium figure listed in question 6(a).


