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Adding Location Contact Information to
Proposals (Lenders, Property
Managers, etc.)

This guide shows how to add and assign roles to location contacts (like property
managers, lenders, owners, or additional insureds) on Page 3 of the application,
including creating new contacts if needed. It explains saving the contact, choosing
one or more applicable roles (e.g., Bill To, Loss Payee, Additional Insured), and
verifying the contact appears. It also covers marking whether the lender will pay for
the location and the requirement to assign that lender the Bill To role.

1 From the Proposal page, navigate to the Location Schedules section and select
the location to which you need to add an additional contact.
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2 Once on the Location Schedule page, you have two options for adding an
additional contact:

  • Click Edit Location Schedule to add a contact and make any necessary coverage
changes.

  • Alternatively, scroll to the Location Schedule Contacts section and add the additional
contact directly from that area.
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3 Use the magnifying glass icon to search for the contact. If you cannot find them,
select Create a New Contact.

4 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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5 After entering the new Location Contact information, click Save Changes. Then
select the appropriate Contact Role:

  • Property Manager — Manages the day‑to‑day operations of the property

  • Lender — Financial institution providing a loan on the property

  • Additional Interest — Party with a financial interest in the property, but not insured

  • Land Contract — Party involved in a land contract or seller‑financed agreement

  • Owner — Legal owner of the property, this will change the Named Insured on all of the
documents.

  • Additional Insured — Party added to the policy for liability protection

  • Loss Payee — Party entitled to receive claim payments for covered property losses

  • Bill To — Party responsible for receiving and paying policy invoices

Select all roles that apply for the contact. The click Save and Close to continue.


