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Non-Premium Bearing Endorsement -
Add Location Contact 10.24.25

1 From the Account page, scroll down to the Policies section and select the policy
number for which you want to add a location contact. On the following screen,
click 'Create Endorsement'.
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2 For the Endorsement Type, select the 'Non-Premium Bearing Endorsement'
option. Next, choose your desired Change Effective Date, and then click 'Create
Endorsement' to continue.
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3 Navigate to the Location Schedules section and click the Location Number to
continue

4 Navigate to the Location Schedule Contacts section and select the '+ New Location
Schedule Contact' link.
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5 In the New Location Schedule Contact pop-up window, click the magnifying glass
icon to search for and select the contact you want to add.

6 Use the Name field to search for your contact, then click the appropriate link from
the search results.

If you need to create a new contact, click the New Location Contact button,
highlighted in yellow
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7 Select the appropriate role for the contact (e.g., lender, additional insured,
property manager, etc.), the click 'Save Changes' to proceed.

8 Click the "Loan Number:" field.
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9 Type "654321"

10 Click the "Bill To" field.
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11 Click "Save Changes"

12 Click here.
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13 The new location schedule contact will now be displayed. Scroll up to the General
Information section and click the Proposal link to continue.

Note: You can also use the breadcrumbs at the top of the screen, highlighted in
yellow, to navigate.

14 On the Proposal screen, click Bind Non-Premium Bearing Endorsement. Once the
binding process is complete, the proposal changes will appear at the bottom of
the page
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