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AGENCY CHECKLIST 
 
 
 This checklist is provided for the agency principals to use as an internal audit guide to 

determine whether the agency is adhering to all of its established procedures.  This 
checklist should be utilized on a periodic basis by the principals to make certain there 
are no deviations from their procedures which might cause an errors and omissions 
loss.  While use of this checklist does not guarantee the elimination of all potential 
losses, it will serve to help reduce the probability of a claim. 

 
 
1.  Are all premium payments from insureds or return premiums  

from companies deposited immediately in our Trustee account?  Yes o  No o 
 
2. Is the amount of money in our trustee account 
 sufficient to cover all balances due the companies? Yes o No o 
 
3. Do we maintain a reserve for return premiums? Yes o No o 
 
4. Do we maintain a separate operating account? Yes o No o 
 
5. Are all checks received in the office immediately 
 stamped "FOR DEPOSIT ONLY"? Yes o No o 
 
6. Do we immediately enter all items into our automated 
 financial records? Yes o No o 
  
7. Do we deposit all money received on a daily basis? Yes o No o 
 
8. Are proper written instructions given to accounting 

on the disposition of all checks received? Yes o No o 
 
9. When cash is received by the office, is a receipt 
 given to the payer? Yes o No o 

 
10.   Do we accept  payment of premiums by credit card?                              Yes o No o  
 
11. If “Yes” to number 10 above, are their credit card numbers kept under tight security with 

limited access by selected personnel?                                              Yes o No o 
 

12.  Do  we charge the insured an agency service fee for processing the  credit card 
payment?                                                                                                        Yes o No o 
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13. If “yes” to number 12 above, do we obtain a signed and dated acknowledgement from 

the insured acknowledging this is a separate service fee and not a part of the policy 
premium?                                                                                               Yes o No o 
 

14.  Do one of the principals periodically reconcile the Trustee  
 Account to make certain  we are not out of trust?      Yes o No o 
 
 

13.  Do we have written permission from all of our companies to  
retain the interest earned in the Trustee account?    Yes o No o 


